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[bookmark: _Toc]INTRODUCTION

These policies apply to all employees employed at the company.


ABSENTEEISM & ABSCONTION POLICY, MEDICAL NOTES, CLINIC NOTES & TRADITIONAL HEALERS

1. Objective of the policy

1.1 The objective of this policy is to regulate employee absenteeism by providing guidelines on the procedures to be followed by employees when they are absent, what would constitute valid medical certificates and the consequences of unauthorised absenteeism.

2. Application

2.1 This policy applies to all employees employed at ______________________.

3. Absenteeism

3.1 No employee may be absent from work or his/her workstation without authorisation from management and/or a proper and valid reason. The company deems absence from work or workstation a serious offence and may lead to the termination of the employee’s services once due process has been followed.

3.2 In all cases of absenteeism from work the employee is required to submit a leave application form. This must be done immediately on return to work and must be submitted on the system for approval from your manager. 

3.3 An employee who was absent without leave or a valid excuse will not be remunerated for the time he/she was absent.

3.4 Management may ratify the absence should circumstances merit it and if the employee submits acceptable proof of the reason for the absence. The duty is on the employee to prove and provide sufficient/acceptable reasons for his/her absence.

3.5 Employees who are absent from work on a Monday, Friday, Saturday, Sunday, or the day before or after a public holiday will be required to provide a valid medical certificate. 

4. Employee’s duty to inform

4.1 In all cases of absence, the employee is himself/herself required to contact his / her direct manager / supervisor directly by no later than one (1) hour before the employee’s shift starts on the first day of absence. The employee is required to speak directly to his / her direct manager/supervisor. If the employee’s direct manager/supervisor is unavailable the employee is to speak to the next higher level of management. Employees are not permitted to send messages through work colleagues and/or friends. No “please call me” messages will be accepted, and the employee is responsible to make proper contact as mentioned above with his/her employer.

4.2 The employee shall provide the following information when contacting the company:

4.2.1 The reason for the absence

4.2.2 The expected duration of the absence

4.2.3 Contact details while absent

Simply contacting the company and informing the company of the employee’s absence will in no way be regarded as constituting authorisation for the absenteeism unless the employee is specifically given permission by his direct manager / supervisor.

4.3 Employees are to keep management informed and up to date in respect of their condition and return date to work.

4.4 The employee shall further not be entitled to payment should he / she fail to submit a valid certificate from a practitioner registered with the Health Professions Council in cases where submission of a medical certificate is required by law prior to payment. 

5. Medical Certificates, Clinic Notes and Traditional Healers

5.1 Only medical certificates / clinic notes signed and issued by medical practitioners or any other person who is certified to diagnose and treat patients and who is registered with a professional council established by an Act of Parliament will be accepted by the company. 

5.2 In addition to 5.1 above the following information MUST appear on the medical certificate / note before it will be accepted by the company:

5.2.1	the name, address and qualification of the practitioner; 
5.2.2	the name of the patient; 
5.2.3	the employment number of the patient (if applicable); 
5.2.4 	the date and time of the examination; 
5.2.5	whether the certificate is being issued as a result of personal observations by such practitioner during an examination, or as a result of information which has been received from the patient and which is based on acceptable medical grounds; 
5.2.6	a description of the illness, disorder or malady in layman’s terminology with the informed consent of the patient: Provided that if such patient is not prepared to give such consent, the practitioner shall merely specify that, in his or her opinion based on an examination of such patient, such patient is unfit to work; 
5.2.7	whether the patient is totally indisposed for duty or whether such patient is able to perform less strenuous duties in the work situation; 
5.2.8	the exact period of recommended sick leave; 
5.2.9	the date of issue of the certificate of illness; and 
5.2.10	the initial and surname in block letters and the registration number of the practitioner who issued the certificate. 

5.3 Only certificates issued by traditional healers who are registered with the health Professions Council, or the Medical and Dental Board of South Africa will be accepted and must comply with the provisions in 5.2 above.

5.4 Management reserves the right to establish the authenticity of any medical note/certificate prior to payment.

5.5	Employees are further informed that should it be established that the reason for absence or any document submitted in support thereof be shown to be incorrect, untruthful and or fraudulent, the employee shall face disciplinary action, which could result in the termination of the employee’s services.

5.6	Any employee who breaches the above requirements will be subject to discipline in terms of the company’s disciplinary policy. Sanctions against employees found guilty of misconduct could range from written warnings to dismissal, depending on the severity of the absenteeism and the number of previous warnings, if any.

5.7	Employees who are found to be abusing their sick leave entitlements will be dealt with in terms of the company’s disciplinary code.

6. Backdated Medical Certificates / Sick Notes

6.1 Back-dated medical certificates issued by medical practitioners indicating that the medical practitioner “saw the patient” or “was informed by the patient” will not be accepted by the company.

6.2 Back-dated medical certificates issued by a medical practitioner wherein the practitioner declares in his or her professional opinion that the employee was unable to perform his or her normal duties as a result of illness (or an injury) during the back-dated period may be considered by the company. 

7. Abscontion/Desertion

7.1 In terms of the company policy, an employee is deemed to have absconded from his place of work, should he / she be absent for a continuous period of five (5) days or more without informing the employer of his or her absence.

7.2 A letter or telegram will be addressed to the employee requesting the employee to contact the company and explain the reason for her / his absence. The letter will be sent either by registered post or hand delivered to the employee’s address as recorded on the employee’s personal file. It is the employee’s responsibility to keep management informed of changes to their contact details. Management shall accept no responsibility for the employee failing to inform them of any changes to contact details.

7.2.1 The letter will state the following:

7.2.1.1 That the employee is on unauthorised leave/absence, or alternatively has absconded from work.

7.2.1.2 That the employee is required to contact the employer by a stipulated date and time and or to return to work by a stipulated date.

7.2.1.3 That should it be found that the employee is on unauthorised leave/absence disciplinary action will be taken which could result in the termination of the employee’s contract.

7.2.1.4 That should the employee fail to contact the employer his / her absence will be treated as absconsion. Should the employee fail to react within the time period stipulated in the letter, a Disciplinary Inquiry will be convened at the discretion of the employer. The employee will be informed of the inquiry in writing. A notification to attend an inquiry will be sent to the employee at the address recorded in the employee’s personal file.

7.3 Management reserves the right to take disciplinary action in instances where the employee contacts management in compliance with the letter sent in terms of clause 2.2 or attends to work within the stipulated time. Disciplinary action shall be taken in accordance with the company disciplinary code.

7.4 Employees are informed that failure to attend the inquiry may result in the inquiry being conducted in the absence of the employee.

7.5 Should the employee be unable to attend the inquiry, he / she are to inform their direct supervisor/ manager thereof. Messages sent through friends and work colleagues will not be accepted. No “please call me” messages will be answered.

7.6 Should the chairperson find that the accused is on unauthorised absence from work with no intention to return, the chairperson will record that the employee has absconded from his / her place of work.

7.7 If the employee returns to work after it has been recorded that he / she has absconded, the employee may be given an opportunity to state a case in respect of the reason for not attending the inquiry. Depending on the statement of the employee, management may decide to reconvene a further inquiry into the employee’s absence.









ADHERENCE TO WORKING HOURS POLICY

1. 	Objective of the Policy 

1.1	The productive use of working time is an essential element of a well-run business. It is of the utmost importance that all employees are aware of the policy relating to the daily commencement of work, daily breaks during working hours and the daily completion of work. 

1.2	The objective of this policy is therefore to ensure that all employees are acquainted with and adhere to the stipulated working times.

2.	Application

2.1	This policy does not apply to those employees who in terms of legislation, including but not limited to, Section 6(3) of the Basic Conditions of Employment Act, No. 75 of 1997, are not bound by maximum hours of work and designated break periods. These employees are required to adhere to the stipulated working conditions in their respective contracts of employment.

3.  	Policy
3.1 The company operating hours are _______________ Monday to Friday, including Saturdays, Sundays, Public Holidays and after hours where required.

3.2 Applicable employees are required to report for duty timeously to ensure that they have sufficient time to prepare for the workday. 

3.3 Employees are only permitted to proceed on their designated break periods at the time as stipulated above and are required to return and be ready at their workstation at the above end time of their respective breaks.

3.4 The employees are required to remain at their station until the end of their shift. The company however reserves the right to request the employee to work extra hours and/or overtime. The employee is then required to remain at their station until then. Reasonable prior notice, were possible, will be given to staff of this requirement.

3.5 All employees are expected to devote all of their stipulated working times to perform their duties and failure to do so will be seen as dereliction of duty.

3.6 Employees who for some reason or another are unable to adhere to the designated working hours are required to inform and / or request permission from management immediately relating to same.

4.	Consequences of a failure to comply 
4.1 In terms of this policy, all employees are required to strictly adhere to their working times. Failure to do so will result in disciplinary action being taken, which could result in an employee being issued with a final written warning for the first offence, and should the employee transgress again the sanction of dismissal may be imposed.
ALCOHOL IN THE WORKPLACE POLICY

1. Objective of the policy

1.1 The objective of the policy is to ensure that all staff members are aware of the Company’s policy with regards to being under the influence of or the consumption of alcohol in the workplace. 

1.2	The Company has a zero-tolerance policy regarding the consumption of alcohol and or being under the influence of alcohol during working hours. Being under the influence or the consumption of alcohol during working hours will be regarded as a serious offense, which may lead to the dismissal of an employee once due process has been followed. 

2. Application

2.1 This policy applies to all employees employed and whilst on company premises, representing the company or conducting business on behalf of the Company.  

3. Definitions

2. 
3. 
3.1 Alcohol means:

· a liquor product, as defined in section 1 of the Liquor Products Act, 1989;
· beer or traditional African beer; or
· any other substance or drink declared to be liquor under section 42(2)(a) in The Liquor Act 53 of 2003.

3.2 Being under the influence means the consumption of alcohol or arriving at work under the influence of an alcoholic substance to the extent that the individual:

· Is unable to perform in a safe, productive manner, or
· Is in a physical or mental condition that poses a risk to the safety/security and well-being of the individual, co-workers, customers, suppliers, the public or customer property (intellectual or physical), or
· Has alcohol in his/her body that corresponds with or exceeds accepted medical/legal 	standards.

3.3 	Intoxication refers to the acute effects of excessive amounts of alcohol in the body.

4. Determining whether the employee is under the influence of alcohol:

4.1 Management reserves the right to request an employee to undergo a breathalyser test should it be suspected that the employee is under the influence of alcohol.

4.2 An employee refusing to take a Breathalyzer test will not be forced to take the test. However, a negative inference will be drawn from such refusal in any subsequent disciplinary action.
4.3	Breathalyzers are not the only method of determining if an employee is under the influence of alcohol. The following criteria factors can be considered when determining whether an employee is under the influence:

· Red, swollen eyes					•     Unsteady gait
· Erratic Behavior / mood swings				•     Breath smells of alcohol
· Aggressive behavior					•     Slurred Speech
· Argumentative						•     Smelling of alcohol

3 

4. 
5. Procedure to be followed

5.1	Once an employee is determined to be under the influence of alcohol the following procedure is to be followed:

	5.1.1	The employee is to be sent home without pay, as the employee is unable to fulfil his duties 		in terms of the employment contract, i.e. the reciprocal obligation to render service against 		payment.

	5.1.2	Instruct the employee to return to work the following day in a sober state of mind.

	5.1.3	On the employee's return to the premises the company has two (2) options to follow, either:

· Suspend the employee on full pay pending the outcome of an inquiry and hand him/her written notice to attend the inquiry, including the details as to the charges, date, time etc. of the inquiry; or 
· Do not suspend the employee and hand him/her written notice to attend the inquiry, including the details as to the charges, date, time etc. of the inquiry.

6. Assistance to employees

6.1 It is recorded that despite the zero tolerance approach the company adopts to this sort of behaviour, the company will provide reasonable assistance to an employee who approaches management prior to being caught breaching this policy and informs management that he/she has an alcohol addiction problem.

6.2 In cases such as these, the employee will be required to attend an incapacity inquiry where a decision will be made in respect of the assistance the employee will receive from management.

6.3	Management encourages an open-door policy in respect of alcohol dependency. There is therefore a duty on the employee to approach management and inform them of this. Should the employee fail to approach management and it is subsequently discovered that an employee is consuming or under the influence of alcohol during working hours and on Company premises; management reserves the right to take disciplinary action against the employee concerned.

7. Financial Liability

7.1 The company will be liable for all costs involved in sending the employees for any testing for alcohol. 

7.2	The company will not be liable for any costs relating to a rehabilitation centre.
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1. Introduction

1.1 The following checklist and procedure should be completed if it is suspected that the employee is under the influence of alcohol. 

1.2 Please keep in mind that breathalysers are not the only method of determining if an employee is under the influence of alcohol. 

1.3 If the breathalyser test is conducted, complete part A and B.

1.4 If a breathalyser test is not done, part B of the checklist must be completed. 

1.5 If the employee refuses to take part in the breathalyser test, record must be kept of this fact in the space provided. Complete part B of the checklist.

1.6 When completing the checklist, it is important to adhere to the company policy of the use of alcohol in the workplace.

2. Procedure

2.1 The checklist must be completed in the presence of one or more witnesses.

2.2 Ask the employee concerned if he/she requires representation. If the employee is a member of a recognised trade union, request the presence of the shop steward to assist the employee. Record the name of the representative.

2.3 Inform the employee and the representative (if applicable) that there is a suspicion that he/she is under the influence of alcohol.

2.4 Record the employee’s responses in the space provided.

2.5 Complete the checklist.

2.6 Ensure that all parties sign at the completion of the checklist and give the employee or his representative a copy hereof. 
 





BULLYING AND INTIMIDATION POLICY

1.	Objective

1.1	To actively prevent and address bullying and intimidation within the workplace and to promote a harmonious working environment between all parties within the employment relationship, including but not limited to supervisors, subordinates and between staff members.  Employees who fail to act on incidents and report workplace intimidation and bullying may be subject to disciplinary action.

2.	General

2.1	Workplace Bullying is defined as the repeated, less favourable treatment of a person by another or others in the workplace, which may be considered unreasonable and inappropriate workplace practice. It includes behaviour that intimidates, offends, degrades, or humiliates a fellow employee.

2.2	Bullying and intimidation is a directly or indirectly imposed action which is unsolicited.  It may occur with person-to-person interactions, in the presence of managers or supervisors, co-workers, clients or customers or by means of visual, written, or electronic communications such as letters, drawings, emails, telephonic communications and text messages.

2.3	Bullying can occur between managers or supervisors and their subordinates or between co-workers.

3.	Types of Behaviour

3.1	Behaviours constituting bullying may range from obvious directed actions such as physical and verbal assault and abuse through to more subtle actions such as continuously undermining another person.  Examples of types of behaviour constituting bullying and intimidation include but are not limited to:

· Physical and verbal assault;
· Screaming or the use of offensive language;
· Threatening behaviour;
· Opinions that belittle or constant criticism;
· Inappropriate, demeaning or derogatory remarks or jokes about a person’s appearance, background or lifestyle;
· Isolation of employees from normal work interaction, development, training or career opportunities;
· Insults;
· Overwork, unnecessary pressure and unreasonable deadlines;
· Tampering with a person’s personal effects, equipment or work materials;
· An unacceptable and unusually aggressive interactive style from a superior;
· Undermining work performance by deliberately withholding work-related information, support, resources or access or supplying inaccurate or incorrect information;
· Exaggerated supervision or unwarranted policing of performance;
· Underwork or creating a feeling of uselessness;
· Unexplained job changes, meaningless tasks, tasks beyond a person’s skills and training, and failure to give credit where it is due. - How are we to measure this?

3.2	It is accepted that in some cases people may not be aware that their behaviour is unacceptable or offensive because the behaviour has become part of the workplace culture. It is the role of the Executive's to set acceptable standards and to inform staff of expectations.

4.	Responsibilities of Managers and Supervisors

4.1	Managers and supervisors have a responsibility to:

· Proactively promote a working environment free of bullying and intimidation and to act on incidents;
· Provide for appropriate instruction and information to staff about what are considered to be acceptable and unacceptable behaviours;
· Inform staff of the recourses available to them should they be bullied or intimidated;
· Provide or arrange for adequate support to staff who refer complaints of bullying, including the insurance of the confidential handling of the matter and the prevention of victimisation;
· Deal fairly with all persons involved in allegations of bullying and intimidation and ensure due process. 

5.	Formal Complaints

5.1	Employees who feel that they are being bullied or intimidated are entitled to make a formal complaint to Management. 

5.2	The complaint should be in writing and provide Management with sufficient information to assess whether further steps are necessary. The complaint should include details of all informal steps taken to try to resolve the matter, or if such steps have not been taken, reasons why it was not done.

6.	Investigation of Formal Complaints

6.1	Once a complaint had been raised to management, a formal investigation will be initiated into whether or not bullying or intimidation and investigation has occurred and who the perpetrators were.

6.2	The person against whom the complaint is made will be informed of the allegations against them and the fact that the outcome of the investigation could lead to disciplinary action.

6.3	Management shall ensure that the complainant is not victimised, irrespective of the outcome of the investigation.  

6.4	The investigation may include the gathering of information and evidence from all relevant parties.

7.	Possible action

7.1	Once the investigation is concluded, Management will decide which action needs to be taken if any, including:

· Whether disciplinary action is warranted against the perpetrator;
· Whether remedial action could be taken to prevent further bullying or intimidation;
· Whether counselling, conciliation or mediation should be provided.

8.	Disciplinary action

8.1	If it is found that bullying or intimidation has been committed, disciplinary action for misconduct will be initiated against the perpetrator in adherence with the company disciplinary code.

9.	Privilege

9.1	All information gathered from participants in informal and formal complaints of bullying and intimidation in the workplace is privileged information as long as it is dealt with in accordance with the company bullying and intimidation policy.

9.2	This privilege does not extend to:

· Evidence and actions of parties who have acted with ill intent or for any improper motives and who claim the defamatory matter to be untrue;
· Situations where the publication of defamatory material is excessive for the occasion;
· If defamatory material is irrelevant to the bullying or intimidation matter attracting qualified attention.

10.	Sanction

10.1	All matters of bullying and intimidation which are dealt with through disciplinary action will be judged on the individual merits of the case in order to ascertain which sanction would be appropriate for that particular incident. Contravention of this rule will be dealt with through progressive discipline, and in cases where the gravity of the contravention so warrants, summary dismissal will be accepted as an appropriate sanction for a first offence.
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1. 	Objective

1.1	The objective of the policy is to ensure that all employees who work with company or client’s property are informed of the responsibilities and duties relating thereto.

2. 	General

2.1	Use of company or client property for personal use and/or gain is prohibited, and should an employee be found guilty thereof, he/she could face the termination of his/her contract of employment once due process has been followed.

2.2	All property remains the property of the company and shall be immediately returned to the company when requested to do so or on termination of the employee’s services.

2.3	All security measures of the employer must be always adhered to and must be read in conjunction with this policy. Any unauthorised removal of company property and/or tools and equipment shall be deemed a dismissible offence.

2.4	The employee is solely responsible for the safe keeping of the tools and equipment given to him/her to complete his/her duties. 

2.5	The employee shall at all times exercise the proper care in the utilisation and/or operation of tools and equipment. Should an employee be found guilty of negligence (once due process has been followed) in the use of any equipment, machinery and/or tools, the employee shall be responsible for the damages incurred by the company. This however does not prevent the employer from taking other disciplinary steps as envisaged by the company’s Disciplinary Code and Procedure.

2.6	This misuse of equipment, machinery and / or tools, be it through negligence or intentionally, is a disciplinary offence and may lead to the termination of the employee’s services once due process has been followed. 

2.7	The employee shall immediately inform the company of any theft or breakage of equipment or tools.

2.8	The Employee shall at all times exercise the proper precautions when handling tools and equipment of the company or any property of a client. 

2.9	Should the employee be unsure as to the proper precautions to exercise when handling tools and equipment, the employee must immediately inform management in order to obtain proper instruction. 

2.10	If the Employee is found guilty after due process has been followed of negligence, misuse of equipment or intentionally damaging company or client property, the employee hereby agrees that the employee shall be held responsible for the replacement cost or any financial damages suffered by the company, and the cost shall be deducted from the employee’s salary as per the conditions.

2.11	The employee agrees that deductions in terms of damage to vehicles or property shall be made from his/her salary. The maximum deduction may not exceed 25% of an employee’s weekly/monthly earnings. However, the employee agrees that if his/her contract of employment comes to an end for whatever reason and the amount due and owing is more than 25% the employer has the right to deduct the full outstanding amount from his final payment.

2.12	Payment of any amount as stipulated in this policy does not preclude the employer from taking disciplinary action against the employee concerned.























DISCIPLINARY CODE 

1.	Purpose

1.1 The purpose of this code is to outline the standard conduct and rules applicable to employees at the workplace. It is accepted that a disciplinary code and procedure are necessary for the efficient running of company business, the safety and fair treatment of all employees and for ensuring sound labour/management relations.

1.2 Furthermore, this code aims to provide guidelines for management to ensure the fair, just and uniform application of disciplinary measures and to provide a reference for management engaged in applying discipline.

2.	Underlying principles

2.1 The application of discipline is the right and responsibility of line management. As disciplinary action should not be taken lightly, the responsibility for implementing action is reserved for the Company representatives of the appropriate responsibility and seniority. The imposition of discipline is therefore the prerogative of management only.

2.2 Disciplinary steps are instituted to obtain the co-operation and involvement of all employees within the workplace, and to protect the interests of both the employee and the employer in the process of dealing with unacceptable behaviour. 

2.3 In the enforcement of discipline, the emphasis must rather be focused on guidance and rehabilitation than on the imposition of punishment. However, where necessary, punishment must be used as a legitimate deterrent in the maintenance of discipline.

2.4 In certain instances, the company reserves the right to impose the most severe sanction on an employee without having to follow the principles of corrective and progressive discipline.

2.5 The application of discipline must at all times be lawful, just, fair and consistent.

2.6 In terms of Item 7 of Schedule 8 The Code of Good Practice: Dismissal states that any person who is determining whether a dismissal for misconduct is unfair should consider – 

(a) Whether or not the employee contravened a rule or standard, regulating conduct in, or relevance to, the workplace; and

(b) If a rule or standard was contravened, whether or not – 
i. the rule was a valid or reasonable rule or standard;
ii. the employee was aware, or could reasonably be expected to have been aware; of the rule or standard;
iii. the rule or standard has been consistently applied by the employer; and
iv. dismissal was an appropriate sanction for the contravention of the rule or standard.

2.7 	When applying discipline within the workplace, it is recommended that for all sanctions imposed, and not only dismissal, that the requirements as stipulated in Item 7 of Schedule 8 be considered. 

3.	Disciplinary Sanctions

3.1	There are four basic sanctions that can be imposed against any employee. Breaches of the Code which are similar in nature and sanctions previously imposed for them, if they are still valid, may be considered when deciding what sanction is to be applied against a related breach in that category.

3.2	In order to issue the below stated sanctions correctly, the manager deciding to impose a sanction must first grant the accused employee an opportunity to state a case in response to the allegation made against him/her. A formal hearing does not have to be held, just a discussion to give the accused employee an opportunity to provide a reasonable explanation for his or her failure to adhere to a rule or standard. 

3.3	It is important that sanctions be imposed as soon as the employer becomes aware of transgressions. A delay can result in the allegation that the employees’ actions have been condoned and the instituting of disciplinary action at a later stage could be viewed as unfair conduct on part of the employer. 

3.4	An employee should sign acknowledgement of receipt of the sanction imposed, but an employee cannot be forced to do so. If the employee refuses to sign, a witness can sign to confirm that the employee is aware of the sanction and that the allegations have been explained to him/her. An employee’s refusal to sign does not affect the validity of the sanction. The employee can refer the sanction to the Commission for Conciliation Mediation and Arbitration (CCMA) or relevant Bargaining Council as per the dispute resolution procedure stipulated in the Labour Relations Act 66 of 1995. 

3.5	In order of severity the sanctions are:

· Verbal Warnings

	In the case of a moderate offence, a superior should conduct an informal disciplinary interview with the employee that may result in a verbal reprimand. A verbal warning is a reminder to the employee that if he/she continues to commit the same offence, more serious and formal disciplinary action will follow. Although informal, it is the first stage of the disciplinary action process and written record is kept of this warning and it will be valid for three (3) months.

· First and Second Written Warnings

	If verbal warnings fail, management should give the employee a formal written warning. First and second written warnings are a more formal act and warn the accused employee that a repetition of wrongful behaviour or a more serious offence can result in a final written warning.

	All written warnings will be recorded on a disciplinary form that will be placed on the employee’s file. A copy of the disciplinary form will be handed to the employee. First and second written warnings are valid for six (6) months.

· Final Written Warnings

	A final written warning is the last warning an employee can expect before dismissal, or a more serious disciplinary penalty may be imposed. The purpose is to give the employee a final chance to correct his/her behaviour. Managers should be cautious not to issue more than one final written warning for the same or similar offence should the employee repeat the misconduct whilst having a valid final written warning.

	It is recommended that a disciplinary hearing or a formal discussion be held prior to issuing a final written warning. A final written warning is valid for twelve (12) months. 


· Summary dismissals.

	When a series of progressive and or corrective measures, such as the issuing of the above sanctions, have not produced the anticipated effect; or when an employee is alleged to have committed serious misconduct, the employer may then consider dismissal as a penalty. It is strongly recommended that prior to dismissing the employee; the Company conduct a formal disciplinary hearing.

	Termination of the employee’s services as a result of misconduct is a summary dismissal in most circumstances which means a dismissal without notice. Such a dismissal would be justified in terms of the company policy and precedent and the principles of the common law once due processes have been followed and dismissal is the appropriate sanction.

	The employee must be informed of the reason for his/ her dismissal in writing and of his / her right to refer the matter to the CCMA or relevant Bargaining Council within thirty (30) days.
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4.1.	At the commencement of the employment relationship, an employee incurs six duties that need to 	be fulfilled throughout the employment relationship. These are:

· A duty to render services.
	Employees need to place their personal services at the disposal of their employer during work hours. A failure to do so is in breach of the contract of employment and if it is without a valid reason or permission, the employer has the right to discipline an employee accordingly. Employees also have the responsibility in terms of the employment contract to contact their employer should they not be able to render their services when required to do so. Non-compliance in that regard is failure on the employee’s part to demonstrate acceptable conduct. 

· A duty to maintain reasonable efficiency.
	Employees have a positive duty to deliver work of an acceptable standard and within a reasonable time frame. Failure to do so will constitute misconduct only once the employer can prove that the employee is capable of performing the tasks allocated to him or her. If the employee cannot deliver work of an acceptable standard due to an inability to do so, then the employer should adopt the Incapacity due to Poor Work Performance procedure which significantly differs to misconduct procedures indicated below. 

· A duty to demonstrate acceptable conduct and to refrain from misconduct in general.
	Throughout the employment relationship employees should always endeavour to refrain from misconduct in general by demonstrating acceptable conduct towards clients, fellow employees, management, and the public and overall environment. Such conduct must uphold the image of the business at all times and not be detrimental to the maintenance of good order within the workplace. Failure to demonstrate tolerable conduct is deemed as serious and warrants disciplinary action. 
	Employees also have to ensure that when placing their services at the disposal of the employer, they are to be in a proper mental and physical state. Reporting for duty under the influence of any intoxicating substance is unacceptable and regarded as a very serious offence. Should it be as a result of a dependency problem, the Company will provide reasonable assistance to the employee in terms of the incapacity procedure; it should be noted however that reporting for duty under the influence of any intoxicating substance is a very serious offence and employees in breach of this rule, will be dealt with in terms of the disciplinary code. 

· A duty to be respectful and obedient.
	It is an automatic consequence that the employee is under the control of the employer in terms of the contractual powers related to the employment relationship. The employer therefore has the right to draft and implement policies and procedures as well as issue instructions that determine the way work will be conducted, provided it is lawful and reasonable. If the employee fails to comply or carry out these policies, procedures and instructions with obedience and respect, it is a material breach of the contract of employment and the employee renders himself / herself liable for disciplinary action and in severe cases, dismissal.

· A duty to act with honesty and integrity.
	Trust and confidence is an essential component of the employment relationship between the employer and employee. The employee therefore has to ensure that he or she maintains a high level of integrity and honesty when dealing with the Company, its clients and its fellow colleagues. A failure to act with honesty and integrity could render the trust relationship irreparable thus making the employment relationship intolerable which may justify termination. 

· A duty to further the employer’s business interest and to act within good faith.
Employees must endeavour to devote their interests, skills and energies to furthering the company’s business interests. Any form of conduct that intentionally places an employee in a situation where their own interests or the interests of others that they are furthering, conflicts with those of the employer may render the employment relationship intolerable and may justify disciplinary action.

4.2.	The disciplinary code must not be seen as an independent document. The applicable provisions of 	the disciplinary procedure must be adhered to ensure the fair and just application of discipline within 	the company.
4.3.	The action as reflected in the columns represents the maximum proposed disciplinary action that 	may be applied, depending on the nature/type of breach and how many times it has been committed 	by an employee.
4.4.	If the chairperson is of the opinion that there are valid mitigating factors, he/she may impose a lesser 	penalty.
4.5.	The schedule of offences and proposed actions indicated below merely serve as a guideline and do 	not constitute inflexible rules that have to be followed to the letter.
4.6.	The circumstances and merits of each individual case must be taken into account and the Chairperson 	is expected to use his/her discretion in making a value judgment. Therefore, deviations from the 	disciplinary code will be permitted where mitigating and / or aggravating circumstances warrant such 	deviation.
4.7.	It is further impossible for the company to list each and every offence that an employee may commit 	in the workplace and therefore the company reserves the right to amend this code and / or charge 	an employee with an offence that although not contained within this schedule, is deemed an offence 	in terms of the common law and acceptable practice.

WORD KEY

VR	-	Verbal reprimand
1WW	-	First Written Warning
2WW	-	Second written warning
FWW	-	Final written warning
DISM	-	Dismissal
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	DEFINITION
	SAMPLE CHARGES
	SAMPLE OFFENCES
	1ST
	2ND
	3RD
	4TH
	5TH

	Failure to render services offences

	A1. Unauthorised Absenteeism / Leave

	Refers to being absent from work without permission, and without a reasonable excuse, or a medical certificate.
	Unauthorised absence in that between (date) and (date) you were absent from work without permission.
	Absent for 1 day:

Absent for 2 days:


	1WW

2WW

	2WW

FWW
	FWW

DISM
	DISM
	

	
	Note 1: Refer to failure to follow company policy and procedure in D5 for possible additional charge.

Note 2: Refer to desertion / act of absconding in A5 for alternative charge for absence longer than five (5) days.

Note 3: For absences due to illness, a medical certificate must be produced for absences longer than two days or when the employee has been absent on more than two occasions within an eight-week cycle in order to be remunerated. Even though the employee is entitled to payment for absences within the requirements as per the Basic Conditions of Employment Act, the employer still requires a valid medical certificate or else the employee faces disciplinary action if they are absent without permission or authorisation.

Medical note required for one (1) day or two (2) days sick leave on a Monday, Friday, Saturday, before a public holiday on a weekday, after a public holiday on a weekday, otherwise it will be treated as unauthorised absence.

	Absent for 3 – 4 days:

Absent for 5 days or longer:

	FWW

DISM
	DISM
	
	
	




	A2. Poor Timekeeping

	Refers to the failure of an employee to comply with his/her obligations in terms of stipulated work hours.
	Poor time keeping in that on the (date) you arrived late for work; or

Poor timekeeping in that on the (date) you were late arriving back from lunch; 

OR

Continuous poor time keeping in that on the (various dates), you were late for work etc.

Note 1: Refer to failure to follow company policy in and procedure in D5 for possible additional charge.
	Poor time keeping, failure to adhere to stipulated starting and end times including but not limited to starting times and break periods, reporting late for work, leaving work early, taking excessive breaks or breaks that are longer than permitted, not proceeding to the workplace or workstation.
	VR
	1WW
	2WW
	FWW
	DISM



	A3.  Sleeping on Duty

	Refers to sleeping at workplace when contractually obligated to render services.
	Sleeping on duty in that on (date) you were found asleep at your workstation during working hours.

	Note 1 – if an employee is found sleeping during his or her lunch hour or tea breaks, no action can be taken. Find out reasons as to why as it could be as a result of intoxication or illness.

Note 2 – if the employee is on medication and has proof of the medication.
	1WW
	2WW
	FWW
	DISM
	




	A4. Desertion of Post

	Absence from workstation without permission and or a valid reason with intention of not returning until the next allocated shift or workday. Refers to a longer period than merely absence from workstation.
	Desertion of post in that on the (date), at approximately (insert time) you deserted your workstation without permission and or a valid reason.
	An employee leaves his/her allocated post /workstation without permission.
	FWW
	DISM
	
	
	




	A5. Desertion and/or the act of absconding from work

	Unauthorised absence from work without the intention to return.

Normally refers to the absence for a period in excess of 3 days and the employee, despite being requested to do so, failed to inform the company of the reason for absence. 

	Absconsion alternatively unauthorised absence from work, in that you have been absent from work from the (date), and despite being requested to do so have failed to make contact with the company to explain the reason for your absence or your whereabouts. 

	Factors that play a role in determining the intention of the employee are length of absence, communication, or lack thereof with employee concerned and the employee’s failure to respond to requests to contact the company. 
In such cases, the employer should have taken reasonable steps to establish the whereabouts of the employee.
	DISM
	
	
	
	



	A6. Failure or Refusal to work overtime

	A failure or refusal to work overtime scheduled and agreed upon by the employee and employer without a valid reason or permission.
	Unauthorised absenteeism in that on (date) you failed or refused to work overtime scheduled.

Note: Refer to insubordination and or insolence in D8 and D9 as an additional charge specifically if an instruction was issued.
	Note: There must be a prior agreement in place, preferably in writing, to work overtime.
	FWW
	DISM
	
	
	



	Failing to Maintain Reasonable Efficiency Offences

	B1. Negligence

	Any failure by an employee to comply with a standard of care that the employee would reasonably be expected to observe in the completion and fulfilment of his/her duties and or tasks.

Gross negligence is distinguished from negligence in respect of the seriousness of the offence. 
	Negligence in that on (date) you failed, without proper cause to perform your duties with the proper care required in that you (describe the event).

Note 1: Refer to damage to company property in C8 for possible additional charge.

	If the work done is of a poor quality and/or quantity without any reason being given.

Failure to exercise proper care and attention in regard to the manner in which a task should be performed to the extent that the task has to be repeated or that equipment is at risk of being damaged.

Failing to perform duties to the required standard without any acceptable reason.

Displaying unreliability, poor co-operation, and a lack of interest in work.


	FWW
	DISM
	
	
	



	B2. Gross Negligence

	A serious failure by an employee to comply with a standard of care that the employee would reasonably be expected to provide in the completion and fulfilment of his/her duties and or tasks. Generally, has the result of incurring substantial losses on the company.

	Gross negligence in that on (date) you failed, without proper cause to perform your duties with the proper care required in that you (describe the event).

Note 1: Refer to damage to company property in C8 for possible additional charge.
	Any act or omission which has the potential to give rise to serious consequences to the company or its clients.

Any act whereby an employee, through carelessness or negligence, causes the Company’s property valued over R 500-00 to be lost or is unable to account for it properly.

Action whereby the employee, through carelessness or negligence, causes or allows company property valued more than R 500-00 to be damaged.

Cash shortages of more than R 100-00 will be regarded as gross negligence except where theft or fraud could be proved.
	DISM
	
	
	
	











	B3. Dereliction of Duty

	Failure to comply with a duty to perform a task or job function in terms of allocated tasks and or your job description and or general and recurring duties assigned to the employee.
	Dereliction of duty in that on (date) you failed to complete (describe task or function), a task assigned to you.

Note 1: 
Refer to insubordination in D1 for alternative charge.
	Failing to complete a task allocated to the employee.
	VR
	1WW
	2WW
	FWW
	DISM



	B4. Loafing / Idleness

	Refers to standing or sitting about idly or sauntering lazily or aimlessly and thereby neglecting one’s work, failing to work when there is work to be completed
	Loafing / Idleness in that on the (date) you failed to devote all of your time to the furtherance of your duties in that you (describe the event).

	Where an employee is found doing non-work-related acts instead of concentrating on his/her work for example, playing or fidgeting with cell phones continuously, reading personal magazines etc. 

	1WW
	2WW
	FWW
	DISM
	



	Failing to Demonstrate Acceptable Conduct Offences

	C1.  Intimidation and/or Incitement

	A threat using words or conduct or a combination of both with the intention to influence a person or group of people to act in a certain way. This is aimed at actions that are detrimental to the company, its staff and or clients.
	Intimidation in that on (date) and at (venue) you threatened other employees by (describe incident or behaviour).

Note 1: Refer to abusive language in C2 as a possible additional charge.
	To incite or intimidate other employees to:
Use violence.

Damage Company property

Partake in unlawful industrial action, or indulge in any other disorderly behaviour
	DISM
	
	
	
	









	C2. Abusive and Racist Language

	Language that is inappropriate, abusive and has a racist connotation to an employee or groups of employees and may or may not be derogatory in nature.
	Use of abusive / racist language in that on the (date) you used abusive /racist language while addressing (victim’s name).
	Use of abusive language.

Swearing at fellow employees.
	FWW / DISM
	DISM
	
	
	



	C3. Threatening Behaviour

	Behaviour that constitutes a threat of harm on another person and or property. Could be verbal or physical actions.
	Threatening behaviour in that on (date) you threatened (person threatened) by (describe incident).

	Threatening another employee verbally or by actions
	DISM
	
	
	
	



	C4. Assault

	The physical harming of a work colleague through physical contact and or violence. The unlawful and intentional application of force to a person
	Assault in that on the (date) you assaulted (victim) by (describe incident).
	The pushing of someone.

The act of striking a person in any way or form.
	DISM
	
	
	
	



	C5. Sexual Harassment

	Sexual harassment is conduct of a sexual nature that is persistent, offensive, and unwanted. The unwelcome conduct may be verbal, non-verbal, visual, physical or any other form. 

	Sexual harassment in that on the (date) you (describe incident).
	The sending of unsolicited email and or messages of a sexual nature.

Unwanted physical contact of a sexual nature.

The making of comments and or suggestive remarks and or actions that have a sexual 
connotation or meaning.

Threats, demands, suggestions and requests of a sexual nature.                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                        
	DISM
	
	
	
	



	C6. Unprotected Strike Action

	Refers to employees partaking in strike action as defined by the Labour Relations Act 66 of 1997 but which is regarded as unprotected in terms of the Act.
	Participation in unprotected strike action in that on the (date), you participated in strike action that was unlawful and unprotected.
	Work stoppages that occur without following dispute resolution procedures.
	DISM
	
	
	
	



	C7. Sabotage

	Any act by an employee to interfere with the normal operations of the Company by damaging machinery or equipment or by interrupting any supplies of power, fuel, materials or services necessary to the operations; and bomb threats, whether intended seriously or as a joke.
	Sabotage in that on (date) you wilfully damaged property of the company by (describe event).

Note 1: Refer to damage to company property in C8 as a possible additional charge.
	Incidents were employees deliberately sabotage company property.
	DISM
	
	
	
	



	C8. Damage to Company Property

	The intentional or negligent causing of harm/damage to company property or property of a co-employee.
	Damage to company property in that on (date) you caused damage to a (describe the property damaged).
Note 1: Refer to negligence in B1 for possible additional charge.
	The breaking of a tool or machine of the company.
	DISM
	
	
	
	










	C9. Bringing the Company Name into Disrepute

	Any conduct that is detrimental to the image and or good standing of the company within the perception of the public thereby creating a negative image of the company
	Failing to demonstrate acceptable conduct in that on the (date) you (describe incident) thereby bringing the company name into disrepute
	A complaint received from a member of the public or a client.

Badmouthing the Company on social networks or other mediums.
	FWW/ DISM 
	DISM 
	
	
	



	C10. Off Duty Conduct

	When an employee’s conduct outside the workplace impacts on the Company’s legitimate business interest or undermines the relationship of trust and confidence of the employment relationship.
	Failing to demonstrate acceptable off duty conduct in that on (date) you (describe conduct).

Note: There has to be a link to the business interests.

Note: Refer to bringing the Company’s name into disrepute in C9.


	Assaulting a member of the public or fellow employee off duty.

Getting arrested for an offence that has an impact on the employee’s day to day duties.
	DISM
	
	
	
	



	C11. Endangering the Safety of Others

	Any conduct wilful or negligent which may place the safety of others in harm’s way. Actual injury is not a requirement.
	Endangering the safety of others in that on (date) you (describe how the employee placed endangered others’ safety).

Note: Refer to Gross Negligence in B2 as an additional charge if it is as a result of negligent behaviour.
	A wilful or negligent disregard of safety rules and procedures.
	DISM
	
	
	
	






	C12. Abuse of Company Property

	Using company property excessively for private use.
	Abuse of Company property in that on (date) you made excessive use of (name property) without permission for your own private purpose.

Note: Refer to breach of Company Policy in D5 as an additional charge.
	Incidents where an employee can use items incidentally for private use but makes excessive use, causing financial loss.

E.g., abuse of company telephones, cell phone, internet, email, photo copy machines etc.
	WW
	FWW
	DISM
	
	



	C13. Unauthorised Use of Company Property

	Making use of company property without authorisation
	Unauthorised use of company property in that on the (date) you made use of (describe item) without authorisation or permission.


	Incidents where an employee makes use of company property which he / she is not authorised to use at all or using company property privately and the primary purpose is solely business.
	FWW/
DISM
	
	
	
	



	C14. Under the Influence of Alcohol and/or Narcotics

	Under the influence of alcohol and or any other mind-altering substance including but not limited to any prohibited and or prescription drugs. Includes arriving at the workplace unfit to commence with duty due to alcohol or narcotics consumption.
	Under the influence of alcohol and or narcotics in that on the (date) you (describe incident).

	Reporting for work in an unfit condition whilst under the influence of alcohol and/or drugs.

	FWW/
DISM
	
	
	
	










	C15. Unauthorised Consumption of Alcohol and/or Narcotics

	The consumption of alcohol, drugs or related substance whilst on duty.
	Unauthorised consumption of alcohol in that on the (date), you were seen consuming alcohol/drugs etc. whilst on duty.
	Consumption of alcohol and or drugs whilst on duty.
	DISM
	
	
	
	



	C16. Unauthorised possession of alcohol or narcotics

	Refers to the possession of alcohol or drugs on the company premises.
	Unauthorised possession of alcohol and or narcotics in that on the (date), you were found in possession of (describe substance found).
	Found in possession of alcohol and/or drugs.
	DISM
	
	
	
	



	[bookmark: _Hlk79739612]Failing to be Respectful and Obedient Offences

	D1. Insolence 

	Action by an employee that constitutes and shows disrespect to his/her employer.

A direct (verbal) or indirect (through actions) challenge to the authority of the employer and or his designated representative.


	Insolence in that on (date) you showed disrespect to your manager by (describe incident).
	Being belligerent in the acceptance of an instruction.

Accepting an instruction but then voicing dissatisfaction to colleagues. 

Openly refusing to accept an instruction from a superior.

Non-verbal conduct e.g., clicking of the tongue, rolling of eyes etc. 

	FWW
	DISM
	
	
	








	D2. Gross Insolence

	A serious act of insolence that has as its element’s wilful contempt of the employer’s authority. A challenge by an employee.
	Gross insolence in that on (date) you showed disrespect to your manager by (describe incident).
	Public refusal of an instruction. 

Swearing at a manager.

Disrespecting and or badmouthing a manager in the presence of colleagues, clients or members of the public.
	DISM
	
	
	
	



	D3. Insubordination

	The intentional disobeying of a reasonable and lawful instruction given by management.

Any act or conduct of disobedience that has the effect of challenging the authority of the superior / management / supervisor.
	Insubordination in that on the (date) it is alleged that you were insubordinate by challenging the authority of the employer/superior and/or failing or refusing to obey a reasonable and lawful instruction relating to (details of instruction/incident).

Note: Refer to Insolence in D1 as additional charge if employee refused to carry out the instruction.
	An employee directly or indirectly confronts his supervisor by e.g., refusing verbally and/or making no effort to carry out the work when instructed to do so. 


	FWW
	DISM
	
	
	



	D4. Gross Insubordination

	A serious act of refusing or failure to comply with a reasonable and lawful instruction.
	Gross insubordination in that on the (date), you refused to obey a reasonable and lawful instruction relating to (details of instruction/incident).

Note: Refer to Gross Insolence in D2 as additional charge if employee refused to carry out the instruction.
	When an employee is given an instruction and fails to carry out the instruction resulting in damage to the company.
	DISM
	
	
	
	



	D5. Breach of Company Policy and Procedure

	A negligent or intentional failure to follow a company policy that has been implemented.
	Breach of company (name of policy) policy and procedure in that on the (date) you failed to comply by (describe event or conduct).
	An instance where there is an implemented company procedure or policy, and the employee fails to follow it.

Employee failing to notify the Company of his or her absence.

	WW
	FWW
	DISM
	
	



	Failing to Act with Honesty and Integrity Offences

	E1. Giving false evidence, making a false statement / declaration, supplying falsified documents 

	When a deliberate attempt is made to mislead the Company through misrepresentation of a fact, either verbally or in writing. 
	Gross dishonesty in that you on the (date) made a false statement / submitted a falsified document/ gave false evidence by (describe incident).
	An employee makes a false statement or submission to the company.

Submitting falsified claims or medical certificates.
	DISM
	
	
	
	



	E2. Fraud / Forgery

	Any wilful misrepresentation verbally or non-verbally with the intention to derive personal gain and or to cause actual or potential prejudice to another party. 
	Gross dishonesty in that you committed fraud in that on the (date) you misrepresented information to the company by (describe document and or conduct).

Note: Could be linked to offence stipulated in E1.

	Submitting a fraudulent qualification, failing to disclose pertinent information etc.
	DISM
	
	
	
	





	E3. Bribery 

	Giving or receiving or attempting to give or receive any bribe / money in order to perform any act to the detriment of the company or that will result in any form of unjustified gain or benefit.
	Gross dishonesty in that you committed or attempted to commit bribery in that on the (date) you (describe acts of bribery or corruption).

	Accepting gifts/ money from parties without authorisation for preferential treatment.

Offering to pay money / carry out favours to another party in order to gain some form of unjustified advantage or to act in a dishonest manner.
	DISM
	
	
	
	



	E4. Theft / Attempted Theft

	Being in the possession of company and or client and or a fellow colleague’s property with the intention to permanently deprive the affected party of the item.
	Theft or Attempted theft, in that on the (date), you were found in possession of (describe the item) being the property of the company/client/colleague without authorisation and or permission.

Note: Differs from unauthorised possession, removal and consumption and misappropriation mentioned below.
	The unauthorised removal or taking of property other than the employee’s own including the company’s / fellow employees’/ clients’ property.
	DISM
	
	
	
	



	E5. Unauthorised Possession / Removal / Consumption of Property

	Being in possession of or removing or attempting to remove or consuming company property without the necessary permission and or authority.
	Unauthorised possession /removal / consumption of company property in that on the (date) you were found in possession of / removing (describe item) without authorisation.

	Incidents where an employee is found in possession of or removing company property that although the intention to steal the item is not there, he/she has no authority to have the item in their possession.
	DISM
	
	
	
	




	E6. Misappropriation

	The incorrect application of company funds, assets or property for reasons of personal gain and or any other such purpose. 
	Misappropriation of company funds / property / assets in that on (date) you (describe the employee’s conduct of misappropriation).

	Incidents where an employee takes something and does not use it for the purpose it was originally intended for e.g., taking petty cash for personal use etc. 
	DISM
	
	
	
	




	[bookmark: _Hlk79739627]Failing to Act Within Good Faith or Conflict of Interest Offences

	F1. Breach of Confidentiality

	Refers to the unauthorised disclosure of confidential information including but not limited to company’s trade secrets, confidential documentation, technical knowhow and data, drawings, system, methods, software, processes, client lists, programs, marketing and or financial information.
	Failing to act within the best interest of the company in that on (date), you disclosed (describe information disclosed) being confidential information of the company without authorisation.
	Any disclosure of company information without permission and authorisation.
	DISM
	
	
	
	



	F2. Competing with the Employer and/or Conflict of Interest

	Acting contrary to the best interest of the employer in disclosing confidential information to a competitor of the company and or conducting business in competition to the company and or failing to disclose an interest in a competing business to the company.
	Competing with the employer and or conflict of interest in that on (dates) you worked/made/conducted the business of/gave information concerning (describe content) to (competitors name) in competition with the company and in breach of your contract of employment/duty as an employee.

Note: Refer to breach of confidentiality in F1 for further charge.

Note: The employee can also be charged for dishonesty.
	Having own business which is in direct competition with the employer.

Furthering the business of a competitor.

Working simultaneously for another employer without permission.
	DISM
	
	
	
	

	

	F3. Failing to Act Within the Best Interest of the Employer

	Any conduct that whether deliberate or negligent that prejudices the interest of the employer.
	Failing to act within the best interest of the company in that on (date) you (describe the incident).

	Incidents where an employee fails to report acts of misconduct of fellow employees.

Acting out of the scope of authority.
	FWW
	DISM
	
	
	



	F4. Breach of fiduciary duty

	A failure to responsibly manage that which the company has entrusted the employee with. 
	Breach of Fiduciary Duty in that on (date) you (describe the employee’s conduct).

	Being placed in a position of trust to act on behalf of and take care of the interests and failing to do so in order to derive secret profits or further another’s interests at the detriment of or prejudicing the Company. 
	DISM
	
	
	
	



5. Collective discipline

5.1. It is generally accepted that the disciplinary code and procedure is aimed at the individual employee. However, in certain circumstances it might be necessary to take action against a group of employees who have breached the company’s rules and regulations that is a collective entity. 

5.2. In this case, the following guidelines are suggested:

· If specific employees have been identified in the larger group, cognisance must be taken of the evidence required for identification.
· Identifying witnesses must have had a sufficient opportunity for reliable identification.
· Identifying witnesses must be reliable.
· Witnesses must have a sufficiently clear recollection of the events.

5.3	If a substantial group of employees are involved, the following practice should be adhered to:

· If practicable, present the employees with the option of an individual hearing.
· If this option is refused, request a delegation, the size of which is dependent upon the number of employees involved. The selected representatives will then represent the employees in the disciplinary hearing.
· The hearing should be conducted according to the disciplinary procedure in which all the rights of the employees’ are respected and protected.

6. Formal disciplinary inquiry

6.1. In the event that a disciplinary inquiry is convened the employee may, if necessary, be suspended with pay, prior to, during or pending the outcome of the enquiry.

6.2. The employee must be informed at least 48 hours prior to the hearing in writing, in the form of a charge sheet, of the misconduct which he / she is alleged to have committed, and of his / her rights at the enquiry.

6.3. The charge sheet should have sufficient information thereupon for the employee to prepare a defence to the charges.

6.4. At the disciplinary inquiry, the employee has the following rights:

· Have an interpreter, if requested.
· Have representation by a fellow employee who can be a shop steward if requested. No legal or other outside representation will be allowed.
· Have the opportunity to confer with the representative, at reasonable times before, during and after the inquiry.
· Question the complainant and witnesses during the inquiry either himself or through the representative.
· Give evidence himself/herself (he/she cannot be compelled to do so); to call witnesses to give evidence and to argue either himself / herself or through his / her representative on the question of whether the misconduct occurred.

6.5. At the hearing the chairperson must decide after hearing all sides of the case, whether the alleged misconduct was committed or not and if so to inform the employee of the finding. If the employee is found guilty, the chairperson must allow the accused the opportunity to give evidence and to argue either by himself or through his / her representative in mitigation of the disciplinary sanction to be imposed. The company should be given an opportunity to address the chairperson in aggravation of sentence.

6.6. The chairperson will then decide on the appropriate sanction taking all relevant factors into account. The sanction will be communicated to the employee in writing.
6.7. Please note that no employee should be dismissed without a disciplinary hearing being conducted.

	


































EMAIL AND INTERNET POLICY

1. Objective of the policy

1.1	This policy describes the guidelines with regard to access to and disclosure of electronic mail messages sent or received by employees with use of the e-mail system. The company respects the individual privacy of its employees. However, employee privacy does not extend to the employee's work-related conduct or to the use of Company-provided equipment or supplies. All employees should be aware that the following guidelines might affect their privacy in the workplace.

1.2	In all circumstances, the use of any and all telephonic and electronic mail messages or communication by employees shall be considered and regarded as and for business use only.

2. Right to access of information

2.1	The electronic mail system has been installed to facilitate business communications. Although each employee has an individual password to access this system, it belongs to the Company and the contents of e-mail communications are accessible at all times by management for any business purpose. 

2.2	These systems may be subject to periodic unannounced inspections and should be treated like other shared filing systems. All system passwords and encryption keys must be available to Company management, and employees may not use passwords that are unknown to their supervisors or install encryption programs without turning over encryption keys to the supervisor. 

2.3	All e-mail messages are Company records. The contents of e-mail, properly obtained for legitimate business purposes, may be disclosed within the Company without an employee’s permission. Therefore, employees should not assume that messages are confidential. 

2.4	Back-up copies of e-mails may be maintained and referenced for business and legal reasons. 

3. Personal use of email

3.1	Because the company provides the electronic mail system to assist employees in the performance of their duties, they should use it for official Company business only. 

3.2	Incidental and occasional personal use of e-mail is permitted, but these messages will be treated in the same manner as other business messages. The company reserves the right to access and disclose as necessary all messages sent over its e-mail system, without regard to content. 

3.3	Since personal messages can be accessed by management without prior notice, employees should not use e-mail to transmit any messages they would not want to read by a third party. For example, e-mails should not be used for gossip, including personal information about yourself or others, for forwarding messages under circumstances likely to embarrass the sender, or for emotional responses to business correspondence or work situations. 

3.4	In any event, employees should not use these systems for such purposes as soliciting or advertising for commercial ventures, religious or personal causes or outside organizations or other similar, non-job-related solicitations. 

3.5	If management discovers misuse of the e-mail system, the offender will be subject to disciplinary action up to and including termination of the employment contract once due process has been followed.

4. Content prohibited in email communications

4.1	Employees may not use the e-mail system in any way that may be seen as insulting, disruptive, or offensive by other persons, or harmful to morale. Examples of forbidden transmissions include sexually explicit messages, cartoons or jokes, unwelcome propositions or love letters, ethnic or racial slurs, or any other message that can be construed to be harassment or disparagement of others based on, inter alia, their sex, race, sexual orientation, age, national origin, or religious or political beliefs. 

4.2	Access to and receipt of any pornographic material of any nature whatsoever is strictly prohibited. 

4.3	Use of the Company-provided e-mail system in any manner in violation of this guideline will result in disciplinary action and shall be considered to be a dismissible offence. 

5. Password and encryption key security and integrity

5.1	Employees are prohibited from the unauthorised use of passwords and encryption keys of other employees to gain access to other employees’ e-mail messages.

6.	Corporate company guideline

6.1	Acceptable uses of Internet and company e-mail
6.1.1	The company provided Internet and e-mail access are intended to be for business use only. The company encourages the use of the Internet and e-mail to make communication more efficient and effective. However, Internet service and e-mail are company property, and their purpose is to facilitate company business. 

6.1.2	Every staff member has a responsibility to maintain and enhance the company's public image and to use company e-mail and access to the Internet in a productive manner. To ensure that all employees are responsible, the following guidelines have been established for using e-mail and the Internet. 

6.1.3	Any improper use of the Internet or e-mail is not acceptable and will not be permitted.

6.2	Unacceptable uses of the Internet and company e-mail

6.2.1	The company e-mail and Internet access may not be used for transmitting, retrieving or storage of any communications of a discriminatory or harassing nature or materials that are obscene or pornographic. 

6.2.2	Harassment of any kind is prohibited. No messages with derogatory or inflammatory remarks about an individual's race, age, disability, religion, national origin, physical attributes or sexual preference shall be transmitted. 

6.2.3	No abusive, profane, or offensive language is to be transmitted through the company's e-mail or Internet system. 

6.2.4	Electronic media may also not be used for any other purpose which is illegal or against company policy or contrary to the company's best interest. 

6.2.5	Solicitation of non-company business or any use of the company e-mail or Internet for personal gain is prohibited.

6.3	Communications

6.3.1	Each employee is responsible for the content of all text, audio, or images that they place or send over the company's e-mail/Internet system. No e-mail or other electronic communications may be sent which hides the identity of the sender or represents the sender as someone else or someone from another company. All messages communicated on the company's e-mail/Internet system should contain the employee's name.

6.3.2	Any messages or information sent by an employee to another individual outside of the company via an electronic network (e.g., bulletin board, online service, or Internet) are statements that reflect on the company. While some users include personal "disclaimers" in electronic messages, there is still a connection to the company, and the statements may be tied to the company.

6.3.3	All communications sent by employees via the company's e-mail/Internet system must comply with this and other company policies and may not disclose any confidential or proprietary company information and shall at all times be subject to the level of authority of the employee concerned to transact for and on behalf of the company.

6.3.4	The company shall not accept any liability of the employee for any communication to third parties in breach of this policy as such communication shall be considered and regarded to be outside the course and scope of the employee's normal duties with the company. The employee shall also be subject to disciplinary action in such an event.

6.4	Software

6.4.1	To prevent computer viruses from being transmitted through the company's e-mail/Internet system, no unauthorised downloading or any unauthorised software shall be permitted. All software downloaded must be registered to the company. Employees should contact management if they have any questions in this regard.

6.5	Copyright Issues

6.5.1	Employees on the company’s e-mail/Internet system may not transmit copyrighted materials belonging to entities other than this company. All employees obtaining access to other companies' or individuals' materials must respect all copyrights and may not copy, retrieve, modify or forward copyrighted materials, except with permission, or as a single copy for reference purposes only. Failure to observe copyright or license agreements may result in disciplinary action up to and including termination of the employment contract.

6.6	Security
6.6.1	The company routinely monitors usage patterns for its e-mail/Internet communications. The reasons for this monitoring are many, including cost analysis/allocation and the management of the company's gateway to the Internet. All messages created, sent, or retrieved over the company's e-mail/Internet are the property of the company and should be considered public information. The company reserves the right to access and monitor all messages and files on the company's e-mail/Internet system. Employees should not assume that electronic communications are totally private and should transmit highly confidential data by any alternative means.

6.7	Violations
6.7.1	Any employee who abuses the privilege of company facilitated access to e-mail or the Internet will be subject to corrective action up to and including termination of the employment contract. If necessary, the company also reserves the right to advise appropriate legal officials of any illegal activities by offenders.



GRIEVANCE POLICY AND PROCEDURE

1. Objective of the Policy

1.1 The purpose of this policy is to provide management and employees with a framework within which grievances will be handled and to facilitate the resolution of employee grievances that may arise over employment-related issues as informally and effectively as possible and without the unnecessary escalation of disputes.

1.2 The aim of the Grievance Procedure is to enable employees to have their grievances resolved fairly, quickly and at the earliest possible stage.

1.3 Any employee who has a grievance to lodge is entitled and encouraged to make use of the Grievance Procedure.

2. Definition

2.1 A grievance is any feeling of dissatisfaction or perceived unfair treatment, which employees experience in relation to their work, working environment, colleagues or any aspect relating to his / her employment situation.

3. General Principles

3.1 Employees may lodge grievances without fear of victimisation.

3.2 No shop steward shall be victimised as a result of his having advised or represented any employee lodging a grievance.

3.3 Where victimisation is suspected, an employee may submit details in terms of the Grievance Procedure.

3.4 It is the responsibility of management to investigate and resolve employee grievances timeously.

3.5 The principle of one up referral will apply in the grievance resolution process i.e. any grievance that cannot be settled at one level is referred to the next level of management.

3.6 Management must at all times attempt to ensure that grievances are handled promptly, fairly and without prejudice, unfair discrimination and victimisation.

3.7 The lodging of grievances must, except in exceptional cases take place within a reasonable time from the time the employee(s) becomes aware of the matter giving rise to such grievance.

3.8 The manager attending to a grievance must attempt to resolve that grievance as soon as possible within the prescribed time limits.

3.9 If the procedure requires the referral of a grievance to a particular manager and if the grievance relates to that manager, then such grievance must be referred to a more senior manager in that line of authority.

3.10 The investigation of grievances may take any form e.g. interviews, checking of records, consultations or more formal forms of dispute resolution etc. considered appropriate by management to resolve the matter.

3.11 Except in instances where the grievance is of a serious nature, or where the employee so requests, a formal grievance hearing need not be convened in each and every instance. Often an informal meeting between the employee and his/her manager is the most effective way of resolving minor complaints, and encourages direct communication between management and staff.

3.12 When a formal grievance contemplated in 3.11 above is lodged with Management, Management shall convene a formal hearing into the facts of the case, carried out in accordance with the following general principles:

3.12.1 Management shall appoint a chairperson.

3.12.2 The time, date and venue of the grievance hearing shall be set by the company.

3.12.3 The grievant shall have the right to request an interpreter. It is the duty of the Company to provide an interpreter should the employee request one.

3.12.4 The employee and his/her shop steward shall have the right to present his/her case and lead evidence, to call witnesses and to question witnesses, and/or to have copies of any documents produced as evidence at the hearing. In presenting his case, the grievant(s) will be required to state the grounds and reasons of the grievance, and where appropriate lead evidence and argument in this regard. The chairperson of the grievance hearing may request additional evidence and/or witnesses to be led in the hearing to determine the merits of the grievance. The Chairperson will then make a determination on the merits of the grievance and identify any appropriate remedial action, should the parties to the grievance fail to reach consensus as to a solution.

3.12.5 After hearing all available evidence, the Chairperson shall make a finding on the matter and make his/her decision known to all parties in writing. 

3.12.6 Should the grievance not be resolved to the satisfaction of the employee(s), he / she / they shall be entitled to proceed to the next stage of the grievance procedure.

3.12.7 A record of the proceedings will be kept by a person appointed or nominated by the Chairperson of the grievance hearing.

3.12.8 An employee shall be entitled to be represented by a fellow employee from the workplace at which he / she is employed. However, it is his / her duty to arrange for such representation.

3.12.9 In cases where collective grievances are addressed, a maximum of two (2) observers (inclusive of the grievants) will be allowed to attend the grievance hearing in addition to the representatives. Any further grievants may be called individually into the grievance hearing to present their case.

4. Stages of the Grievance Procedure

	The Company Organogram for Purposes of Grievances is as follows:


	








	



4.1 Stage One

4.1.1 An employee who believes he/she has a grievance must first report such grievance to the Manager (or his/her designate).

4.1.2 The Manager (or his/her designate) must endeavour to resolve the grievance and communicate the outcome to the employee as soon as possible. Once a decision has been given by the Manager (or his/her designate) and the employee feels that the matter must be pursued further, then Stage 2 becomes effective.

4.1.3 In the event of an employee having a complaint about his/her immediate supervisor, he/she must approach the next reporting level of his/her immediate supervisor directly for the purpose of resolving the grievance.

4.2 Stage Two

4.2.1 If the employee elects to proceed with the grievance, he/she shall, with the assistance of his/her representative, if he/she so wishes, lodge the grievance with the Manager (or his/her designate). A Chairperson of the same or higher status as the Chairperson of the original grievance hearing will then be appointed and a further grievance hearing convened.

4.2.2 If a grievance remains unresolved after being taken to the highest possible internal level, the complainant may refer a dispute to the CCMA or a relevant Bargaining Council in accordance with the provisions of the Labour Relations Act.

5. Misconduct and Grievances 

5.1	Grievances that occur as a result of disciplinary action taken by the employer will be dealt with in terms of the Appeal Procedure in the employer's disciplinary procedure.

6.	Collective Grievances

6.1	Grievances of a collective nature that may lead to collective bargaining and/or joint consultation should be dealt with in terms of appropriate procedures established for those purposes.

6.2	No industrial action (by strike, lock-out or other means) should be taken by either the employees or the employer until all stages of the procedure have been completed and "failure to agree" finally recorded.

7. Time limits

7.1 The following schedule constitutes a guide as to the time periods within which the various stages of the grievance procedure are to be initiated. The time limits are in no way prescriptive and may be varied having regarded to the particular circumstances of each case, subject to the requirements of fairness and reasonableness.

7.2 Schedule

	PROCEDURAL STEP
	TIME PERIOD

	STAGE 1.
Incident(s) giving rise to the grievance
	

	Lodgement of a grievance
	Within 2 Days of incident giving rise to grievance.

	Notice of a Grievance hearing
	Within 2 Days of lodgement of grievance.

	Grievance Hearing
	Within 3 Days of Notification to Attend Grievance Hearing.

	Finding of Grievance Hearing
	Within 2 Days of Grievance Hearing.

	STAGE 2.
Lodgement of Grievance
	Within 3 Days of Finding of Grievance Hearing.

	Notice of Grievance Hearing
	Within 2 days of Lodgement of Grievance. (Stage 2)

	Convening of Grievance Hearing
	Within 2 days of Notification of Grievance Hearing (Stage 2).

	Finding of Grievance Hearing
	Within 3 Days of Convening Grievance Hearing (Stage 2)



8. Forms

8.1 The Grievance form, together with all relevant documentation, shall be submitted by the employee concerned to the relevant Manager. The Grievance form shall be completed by the employee prior to the initiation of each level of the Grievance Procedure.

8.2 To assist in the application of the procedure, the following standard forms are available.

8.2.1 	Grievance Form

8.2.2 	Notice to attend Grievance Hearing (Grievant)	

8.2.3 	Notice to attend Grievance Hearing (Respondent)	

8.3	Grievances should be raised in writing (other than in exceptional circumstances where there are good reasons why the employee doesn’t feel comfortable or able to do so). The employee should state as clearly and concisely as possible what the issue is and the desired outcome/solution.








HIV POLICY

1. Introduction

1.1	Acquired Immune Deficiency Syndrome (AIDS) is a condition that follows an infection with a virus known as Human Immune Deficiency Virus (HIV), which causes a breakdown of the body's natural defence mechanisms leaving the carrier increasingly vulnerable to opportunistic infections and malignant tumours, caused by our body being unable to fight infections. 

1.2	HIV is transmitted mostly in four ways:
 
· Through unprotected sexual intercourse
· From an infected mother to child during pregnancy, birth, or breast-feeding.
· Through contaminated (infected) blood products
· Through sharing contaminated instruments such as sex toys or needles/ injections.

1.3	Not all individuals who become infected with the HIV virus will develop AIDS, and some may experience no symptoms at all although they have the potential to infect others. HIV can live in our bodies without obvious effect. Most people with HIV feel healthy and are capable of living productive, healthy lives for many years. HIV does not usually cause immediate incapacity in a person.

1.4 The HIV/Aids epidemic affects every workplace, with prolonged staff illness, absenteeism, and death impacting on productivity, employee benefits, occupational health and safety, production costs and workplace morale.

1.5 HIV knows no social, gender or racial boundaries, but it is accepted that socio- economic circumstances do influence disease patterns. HIV thrives in an environment of poverty, rapid urbanization, violence and destabilization. Transmission is exacerbated by disparities in resources and patterns of migration from rural to urban areas. Women particularly are vulnerable to infection in cultures and economic circumstances where they have little control over their lives.

1.6	HIV/ AIDS is still a disease surrounded by ignorance, prejudice, discrimination and stigma. In the workplace unfair discrimination against people “living” with HIV and AIDS has been perpetuated through widespread practices such as pre-employment HIV testing, dismissals for being HIV positive and the denial of employee benefits.

2. Objective

2.1 	One of the most effective ways of reducing and managing the impact of HIV/ AIDS in the workplace is through the implementation of a HIV/Aids policy and programme. In the light of this, this policy has been developed as a guide to The Company management and employees. 
2.2	This policy also forms part of the rules of the company and of the broader policy of the company to promote equal opportunity for all its employees. 

3. Application of this policy

3.1	This policy applies to all employees.

4. Promoting a non-discriminatory work environment

4.1	HIV/AIDS is a disease that shows no racial, gender or class boundaries. The Company believes that a person with HIV or AIDS must be treated on a similar basis to any other employee suffering from a life-threatening disease. As such, employees who are HIV positive or those with AIDS will not be subjected to any form of victimisation or discrimination.

4.2	The Company is committed to fair, sound, and non-discriminatory employment practices. Employees who develop, choose to disclose, or are diagnosed as HIV/AIDS positive will not be prejudiced, victimised, or discriminated against on account of their medical condition or status. This means that no person with HIV or AIDS shall be treated unfairly within the employment relationship or within any of the Company employment policies or practices, including with and in regard to:

· Recruitment procedures, advertising, and selection criteria.
· Appointment and the appointment process.
· Job classification or grading.
· Remuneration, employment benefits and terms and conditions of employment.
· Job assignments.
· The working environment and facilities.
· Training and development.
· Performance evaluation systems.
· Promotion, transfer and demotion.
· Disciplinary measures short of dismissal.
· Termination of services.	
 
4.3	No person employed by the Company may unfairly discriminate against an employee, or an applicant for employment, on the basis of his/her HIV status. 

4.4 The company will adopt appropriate measures to ensure that employees with HIV and AIDS are not unfairly discriminated against and are protected from victimization through positive measures such as:

· Grievance procedures to deal with HIV-related complaints in the workplace; and
· Disciplinary action will be taken against employees that victimise employees living with HIV / AIDS.

4.5	The Company is committed to assisting employees wherever possible and necessary. Thus employees who are aware that they have a life threatening disease are encouraged to inform the company as soon as possible to enable the company to assist. This information will be treated with the highest level of confidentiality. No employee will be victimised or discriminated against.

5.	HIV Testing

5.1	No person employed by the Company may require an employee, or an applicant for employment, to undertake an HIV test in order to ascertain that employee’s HIV status, unless authorization has been obtained from the Labour court. This includes HIV testing:

· During an application for employment.
· As a condition of employment.
· During procedures related to termination of employment.
· As an eligibility requirement for training or staff development programmes.
· As an access requirement to obtain employee benefits.	

5.2	Where HIV testing has been authorized by the Labour Court it should be carried out in terms of the conditions prescribed by the Court with regard to:

· The provision of counselling.
· The maintenance of confidentiality.
· The period during which the authorization for HIV testing applies.
· The category or categories of jobs or employees in respect of which the authorization for HIV testing applies.

5.3	Anonymous and voluntary testing of employees may be conducted without consent of the Labour Court, provided that the results are to be kept confidential and the tests are truly voluntary.

6. Confidentiality and Disclosure

6.1	The company recognises the fact that all persons with HIV or AIDS have the legal right to privacy. An employee is therefore not legally required to disclose his or her HIV status to the Company or to other employees of the company.

6.2	In dealing with employees who are HIV positive or have AIDS, the company regards confidentiality as of the utmost importance. 

6.3	Where an employee chooses to voluntarily disclose his or her HIV status to the Company or to other employees, this information may not be disclosed to others without the employee’s express written consent. Where written consent is not possible, steps must be taken to confirm that the employee wishes to disclose his or her status.
6.4	All medical information regarding employees with HIV/AIDS will be kept strictly confidential, except where required by law to be disclosed to specified people or/ with the consent of the employee. 

6.5 	Should any person within the company disclose such confidential medical information, without legal authority or relevant consent from the employee, appropriate disciplinary action will be instituted.

7. Promoting a safe working environment

7.1	The Company is obliged to provide and maintain, as far as reasonable practicable, a working environment that is safe and without risk to the health of its employees.

7.2	The risk of HIV transmission within most workplaces is minimal. However, occupational accidents involving bodily fluids may occur. These risks can be avoided by taking precautions. To this end the Company will ensure that:

· Suitably qualified individuals will be available to deal with any occupational accidents, where possible; and
· Appropriate equipment and materials are available to protect employees from the risk of exposure to HIV and to treat employees injured at work.

7.3	Employees are encouraged to exercise care in the workplace at all times and in particular when treating any employees who have suffered an injury at work i.e., always make use of surgical gloves. 

8. Colleagues of employees identified or suspected of being HIV positive

8.1	It is not possible for colleagues of an HIV positive employee to become infected through normal contact in the workplace.

8.2 	Unless an HIV positive employee is acting in an inappropriate manner, it is not acceptable for colleagues to refuse to work with that person.

8.3	Should an employee, after reassurance and with all appropriate safety and health precautions being taken and supplied by the company, remain unwilling to work with the HIV positive employee and this refusal affects productivity, he/she will be warned that his/her reaction is unreasonable, medically unjustified and that disciplinary action may be taken against him/her.

8.4 Any colleague of an HIV positive employee who embarks on any form of discrimination towards that particular employee may be subjected to the company's disciplinary procedure.

9. Dismissal

9.1	The Company recognises that being HIV positive or having AIDS is not a sufficient reason to dismiss a person. Employees with HIV/AIDS may not be dismissed solely on the basis of their HIV status.

9.2	An employee with HIV/AIDS is expected to meet the same performance requirements that apply to other employees with reasonable accommodation where necessary i.e., HIV positive employees will be governed by the same contractual obligations as all other employees.

9.3	Where an infected employee becomes incapable of working or incapable of carrying out his/her normal duties, such employee will be dealt with in accordance with the requirements of fair labour practices.

9.4	The Company will follow accepted guidelines regarding dismissal for incapacity before terminating an employee’s services. These include attempts to adapt the employee’s duties, to accommodate the employee’s disability and to find alternative employment for the employee. As far as possible, the employee’s rights to confidentiality regarding his or her HIV status will be maintained during any incapacity proceedings. 

9.5	The company will endeavour to accommodate an infected employee so that he/she is able to work for as long as he/she is medically able to, within the parameters of the operational requirements of the business and what is reasonable in the circumstances.	






















HOUSEKEEPING POLICY

1.	Purpose and scope
1.1	The Company strives to provide a comfortable working environment and encourage all 	employees to enjoy and make use of the common areas provided.  Employees’ contribution 	to help 	maintain their personal work area and general office areas (kitchen, supplies room, 	etc.) will ensure an attractive and safe work environment.  Employees are expected to treat 	common areas with respect and ensure that they are left in an appropriate state.   
1.2	This policy applies to all employees.
1.3	All materials, products and equipment have a place for orderly storage at the company.  	Employees are to return items to their proper place after use to ensure they are easier to find 	and easier to inspect for damage and wear.
1.4	Employees should tidy their workstation throughout the day to ensure their space is safe for 	use, to 	aid others in locating materials, and to maintain a professional image of the company. 	Only files currently being worked on should be on a desk or tools currently required are on 	the workstation; all other files or tools should be returned to the proper filing/storage area.
1.5	Employees are collectively responsible for maintaining the cleanliness of common office 	areas. When using any common space (i.e., kitchens and washrooms) all employees are 	expected to clean anything that they use, put their garbage in the garbage receptacles, and 	leave all items in the condition in which they were found.  Should anything need repair or 	replacement, please notify your Manager immediately.  
1.6	There may be no dirty dishes in the kitchen before the employees leave the office at the end 	of the day. 
1.7	Employees are to follow the direction of all signage posted in common areas to ensure 	compliance with the fire code, room capacities, and health and safety regulations to 	guarantee a safe and enjoyable experience for all.
It is everyone’s responsibility to pick up and clean up.  Here are a few guidelines:
1.	Keep work areas and storage facilities clean, neat and orderly
2.	Keep all aisles, stairways, traffic areas, and exits free from obstructions at all times
3.	Clean up any spills immediately
4.	Do not let materials or supplies that are no longer needed accumulate.  If it is not 		needed, get rid of it
5.	If items are missing, misused, or if an area has been defaced employees, please report 		these actions to your Manager immediately
6.	All common areas are to be treated with respect. Please ensure you tidy up any 			garbage, wash dishes, etc. to ensure you leave the space as you find It.
1.8	Violations of this policy will be subject to appropriate disciplinary action.

LANGUAGE POLICY

1. Introduction

1.1	This policy describes the company's guidelines with regard to the language that the Company expects their Employees to use when at the office and talking to clients, debtors and suppliers. You should be aware that the following guidelines might affect the language you use when at the office.

2.	Acceptable Language in the office and with clients

2.1 The company has a professional work environment and as such the company expects their employees to carry this professional image as all employees are an extension of the company they represent.

2.2 When employees are in the office or at any other venue in the capacity of an employee, the employee shall use professional language and shall refrain from using “slang” or any other form of language that can be seen as unprofessional.

2.3 Employees shall speak in a tone of voice that is appropriate to an open office plan. Employees shall not scream at each other or speak loudly so as not to disturb any of their colleagues.

2.4 When Employees are communicating with clients they must at all times use professional language and tone as must act as an extension of the Company and the image that the Company wishes to portray to their clients.

3. Swearing, Crude Language and Abusive Language

3.1 Employees may not swear or use crude language whilst in the office or when speaking with colleagues, clients, debtors or suppliers.

3.2 Employees shall under no circumstances use abusive language towards a colleague, client, debtor or supplier.

4. Sexual or Discriminatory Language

4.1 Employees shall refrain from using sexual or discriminatory language when speaking to other employees, clients, debtors or suppliers.

4.2 As the Company employs employees with diverse cultural backgrounds, employees must refrain from using language or making comments that could be seen as offensive and discriminatory by other employees in the office.

5. Acceptable Language when talking to clients

5.1 Employees are to use professional language and tone when speaking to clients.

5.2 Employees shall not threaten or use abusive language when addressing clients.

5.3 Employees shall not scream or raise their voice when speaking to a clients.

6. Violations:

6.1	The Company has the right to take disciplinary action against any employee who does not adhere to the language policy or who contravenes any of the term of the policy, up to and including termination of the employee’s services once due process has been followed.

















LEAVE POLICY

1. Introduction

1.1 Leave: Leave is intended to provide all staff with the necessary time-off to rest and spend quality time with family and friends.

1.2 Legislation: This policy and procedure is subject to the provisions of applicable legislation.

1.3 Leave Planning:  Managers are to plan leave for all staff under their control in such a manner that sufficient staff is on duty at any given time, i.e., not all staff can take leave at the same time.

1.4 Leave Cycle: The annual leave cycle of each employee commences on the first day of the calendar year and ends on the last day of the calendar year, employees who commence employment after the first day of the calendar year will accrue leave on a pro rata basis and thereafter on an annual basis. 

2.	Annual leave

2.1	The company grants the employee one (1) day paid annual leave for every seventeen (17) days worked, or one (1) hour paid annual leave for every seventeen (17) hours worked.

2.2	An employee is entitled to take leave accumulated in an annual leave cycle on consecutive days by prior written approval by the Manager responsible for the particular business unit in which the employee is employed.  Consent by the Manager will be based on operational requirements.

2.3	An employee may only be granted annual leave equal to the number of days accrued to him/her.

2.4	Requests for annual leave must be made in writing on the company leave application form and after approval be forwarded to the Manager.

2.5	The company will not require an employee to work during any period of annual leave.

2.6	Annual leave may not run concurrently with any paid sick leave.

2.7	Annual leave may not be exchanged for cash and will only be paid out on termination of the employee’s employment with the company.

2.8	The employee will be required to take his/her leave during the annual shutdown period of the company.

3.	Unpaid leave

3.1	Unpaid leave will not be granted to any employee who has annual leave due to him/her.

3.2	Unpaid leave will be granted at the discretion of the responsible Manager and on completion of the company leave application form. 

3.3	The relevant Manager in any one (1) calendar year may grant a maximum of seven (7) days unpaid leave.

4.	Sick leave

4.1 In this policy, "sick leave cycle" means the period of thirty-six (36) months' continued employment with the Company immediately following:

a. an employee's commencement of employment; or 
b. the completion of that employee's prior sick leave cycle. 

4.2	During every sick leave cycle, the employee will be entitled to the following days sick leave in a thirty-six (36) month leave cycle: 

a.	For the first twelve (12) months of employment, the employee will be entitled to one (1) working days paid sick leave for each month worked.
b.	After the employee has been employed for more than twelve (12) months, the employee will be entitled to a total of thirty (30) working days paid sick leave in the three (3) year cycle. 

4.3	During the first sick leave cycle, the employee’s entitlement will be reduced by the number of days of sick leave taken during the first twelve (12) months of employment.

4.4	Sick leave to which an employee is entitled will be granted on full remuneration.

4.5	The company will not pay an employee who is absent for more than two (2) days, or for one (1) day or more on more than two (2) occasions during an eight (8)-week period, unless the employee produces a medical certificate, on his/her return to work, stating that the employee was unable to work for the duration of the employee’s absence from work.

4.6	A medical certificate must be issued and signed by a medical practitioner or any other person who is certified to diagnose and treat patients and who is registered with a professional council established by an Act of Parliament. A medical certificate can be rejected at the discretion of the responsible Manager.

4.7	Sick Leave Notification must be submitted on the company leave Application Form.

5.	Maternity leave

5.1	The purpose of this policy is to enable permanent, full-time female employees to continue their career with the Company prior to and following confinement, without breaking their service.

5.2	Any female employee qualifies for maternity leave in terms of this policy.

5.3	Employees are entitled to a maximum of four (4) months maternity leave as set out in the Basic Conditions of Employment Act, 1997.

5.4	A doctor’s certificate estimating the date of birth must be supplied two (2) months prior to the expected date of birth.

5.5	Maternity leave is unpaid.

6.	Family responsibility leave

6.1	Family responsibility leave applies to an employee;

	6.1.1	who has been in employment with the company for longer than four (4) months; and

	6.1.2	who works for at least four (4) days a week.

6.2	Family responsibility leave will be granted during each annual leave cycle, which the employee is entitled to take;

	6.2.1	when the employee’s child is sick; or

	6.2.2	in the event of the death of the employee’s spouse or life partner, parent, adoptive 		parent, grandparent, child, adopted child, grandchild or sibling.

6.3	The company will allow three (3) days paid family responsibility leave per leave cycle to qualifying employees. 

6.4	Family responsibility leave not taken during the leave cycle will lapse and may not be accumulated.

6.5	Family responsibility leave will not be deducted from the employee’s annual leave and will be granted at full remuneration.

6.6	The company leave application form must be completed by the applicant and approved by the responsible Manager.

7.	Study leave

7.1	Any course in a field of study which is related to the Company’s work and that would benefit the employee’s career with the company will be considered for study leave by the Human Resources Manager for final approval by the responsible Manager.

7.2	Application for approval of a particular course for purpose of study leave during a year must be submitted before the end of February of each year. No study leave will be approved during a year if the course has not been approved before February of that year. 

7.3	An employee will be required to submit a timetable for his/her studies with exam dates where applicable.

7.4	Leave shall, at the discretion of the Human Resources Manager, be granted as follows:

	7.4.1	The employee will be granted two (2) days study leave for each examination paper to be 		written by the employee.

	7.4.2	Study leave will be granted on the day preceding the examination date and on the date 		of the examination.

	7.4.3	When two (2) examinations are to be written on the same day, the employee may be 		granted leave for the one (1) day prior to the examination date and one (1) day’s leave 		on the date of the examination.

7.5	No employee will be granted more than ten (10) days study leave in any calendar year without the prior approval of the Managing Manager.

7.6	Study leave will be granted on full remuneration and will not be deducted from the employee’s annual leave.

7.7	Study leave may not be accumulated from one calendar year to the next.

7.8	If the responsible Manager has approved the employee’s course, the responsible Manager in consultation with the Human Resources Manager may approve study leave for a particular examination subject to this policy. The employee must apply for Study Leave on the company leave form. A copy of the learning institution’s examination schedule must accompany submission of an application for study leave.

8.	Public and religious holidays

8.1	Working overtime is an operational requirement of the business. Due to the fact that the majority of the company’s employees are employed in service-related work depending on our customers’ needs, employees may be expected to work on public holidays on short notice. Employees not required to work may take paid leave on all days gazetted by the Government as Public Holidays. 
	
9.	Administration

9.1	Leave applications must be submitted to the Manager: 

	9.1.1	three (3) working days prior to the commencement of the leave in case of occasional 		leave;

	9.1.2	two (2) weeks prior to the commencement of leave in case of annual leave.

9.2	The Manager may reduce the period of notice in consultation with the Human Resources Manager.

9.3	In cases of Sick Leave, the leave application must be submitted to the Manager on the day of the employee’s return to work.

9.4	Leave Application forms need not be submitted for Public and Religious holidays as defined in this policy.

9.5	In the case of leave, which is not approved, the Leave Application will be returned to the employee who must also be informed of the reason for the decision.

9.6	The Manager will forward the Leave Application to the Human Resources Department.

9.7	The Salaries Administrator will record the leave on the employee’s record and reduce the employee’s leave entitlement by the number of days taken.

9.8	The Salaries Administrator will file all applications for leave in the employee’s personal file, which will be maintained for three years from the date of the termination of the employee’s employment with the company. 

10.	Audit

10.1	The Human Resources Manager will audit leave and report exceptions (such as excess leave due or a deficit in the number of leave days due) to the Managers.

10.2	The Human Resources Manager may cause the number of days leave due to be altered in order to comply with legislation and this or other Company policies.





NARCOTICS POLICY

1. Objective of the policy

1.1. The objective of the policy is to ensure that all staff members are aware of the policy with regards to the use of narcotics in the workplace. 

1.2. The Company has a zero-tolerance policy regarding the use of narcotics and or being under the influence of narcotics during working hours. Being under the influence or the use of narcotics during working hours will be regarded as a serious offense, which may lead to the dismissal of an employee once due process has been followed.

1.3. Although the Constitutional court has ruled that Cannabis / Dagga / Marijuana is now de – criminalised for personal usage at home, the company however has the prerogative to implement workplace rules. Therefore, an employee working for the company, is prohibited to use any legal / illegal substance with the effect of altering a person’s state of mind and includes but is not limited to all drugs and or similar substances that a person is prohibited by law from being in possession of and from making use of. If there is a valid reason for the use of these substances it should be immediately communicated to the company. 

1.4. This policy must be read in conjunction with the Company’s Substance Abuse policy and alcohol in the workplace policy.

2. Purpose of the Policy

2.1. The Occupational Health and Safety Act 85 of 1993 puts an obligation on an employer not to permit an employee to continue to perform work should it be suspected that the employee is under the influence of alcohol or any other intoxicating substance:

“any employer or a user, as the case may be, shall not permit any person who is or who appears to be under the influence of intoxicating liquor or drugs, to enter or remain at a workplace. No person at a workplace shall be under the influence of or have in his or her possession, or partake of or offer to any other person intoxicating liquor or drugs”

2.2. According to the Occupational Health and Safety Act, 1993 (Act No. 85 of 1993), each employer shall provide and maintain, as far as is reasonably practicable, a working environment that is safe and without risk to the health of his employees.

2.3. The employer may require the employee to undergo a medical examination whether of general or of a specific nature at any time during his/her employment and in accordance with the sole and unfettered discretion of the employer.

3. Application
3.1. This policy applies to all employees employed and whilst on company premises, representing the company or conducting business on behalf of the Company.

4. Definitions
5. 


4.1. Being under the influence includes arriving at work under the influence of narcotics.

4.2. Narcotic means any dependence forming substance that has the effect of altering a person’s state of mind and includes but is not limited to all drugs and or similar substances that a person is prohibited by law from being in possession of and from making use of.

4.3. The definition of narcotics shall also include the abuse of over the counter or prescription medication, as well as ordinary substances such as glue, cleaning agents etc.

5. Determining whether the employee is under the influence of narcotics

5.1. Management reserves the right to request an employee to undergo a drug test should it be suspected that the employee is under the influence of a narcotic substance.  

5.2. A refusal by an employee to undergo a drug test may result in a negative inference being drawn from the employee’s conduct. 

5.3. Despite the fact that the company policy is to request an employee to undergo a drug test, it is not the only way to determine if an employee is under the influence of a narcotic substance. Other factors can be taken into account when determining whether an employee is under the influence is the following:

· Red, swollen eyes
· Unsteady gait
· Erratic behaviour / mood swings
· Aggressive behaviour
· Slurred speech
· Argumentative
· Incoherence

4 
5 
6 Procedure to be followed

6.1 	To eliminate subjectivity, the following guidelines should be followed if it is suspected that an employee is under the influence. It is very important that the employee isn’t sent home before the below exercise has been completed:

6.2 It is the responsibility of the staff member in charge of the shift to assist with the intoxication procedure and who also should inform the manager of the department who should be present whenever possible.
6.3 Make use of one or two witnesses, who would be able to motivate why they believe the employee is under the influence, to assist in judging the employee’s condition.

6.4 Once an employee is determined to be under the influence of narcotics the following procedure is to be followed:

6.4.1	The employee is to be sent home without pay, as the employee is unable to fulfil his 		duties in terms of the employment contract, i.e., the reciprocal obligation to render 		service against payment.

	6.4.2	Instruct the employee to return to work the following day in a sober state of mind.

	6.4.3	On the employee's return to the premises the company has two (2) options to follow, 		either:

· Suspend the employee on full pay pending the outcome of an inquiry and hand him/her written notice to attend the inquiry, including the details as to the charges, date, time etc. of the inquiry; or 
· Do not suspend the employee and hand him/her written notice to attend the inquiry, including the details as to the charges, date, time etc. of the inquiry.

7.	International Limits

7.1	Should an employee test positive for narcotics 1 to 3, further tests will have to be done to 	determine if the employee is above the limit as prescribed. Should an employee test positive 	for narcotics 4 through 7, it will be seen as a serious offence as testing positive for these 	narcotics are against the Laws of South Africa. 

	
	Initial Test Analyte
	Confirmatory test cut-off concentration

	1
	Marijuana metabolites
	15 ng/mL

	2
	Opiate metabolites Codeine / Morphine 
	2000 ng/mL

	3
	6-Acetylmorphine
	10 ng/mL

	4
	Cocaine metabolites
	100ng/mL

	5
	Phencyclidine
	25 ng/mL

	6
	Amphetamines AMP/MAMP
	250 ng/mL

	7
	MDMA
	250 ng/mL



8. Assistance to employees

8.1 It is recorded that despite the zero tolerance approach the company adopts to this sort of behaviour, the company will provide reasonable assistance to an employee who approaches management prior to being caught breaching this policy and informs management that he has an addiction problem with the use of narcotics.
8.2 In cases such as these, the employee will be required to attend an incapacity inquiry where a decision will be made in respect of the assistance the employee will receive from management.

8.3 Management encourages an open-door policy in respect of the use of narcotics or other prohibited drugs. There is therefore a duty on the employee to approach management and inform them of the use of a prohibited substance.  Should the employee fail to approach management and it is subsequently discovered that an employee is using a prohibited substance during working hours and on Company premises; management reserves the right to take disciplinary action against the employee concerned.

9. Financial Liability

9.1 The company will be liable for all costs involved in sending the employees for blood or urine testing. 

9.2 The company will not be liable for any costs relating to a rehabilitation centre. 


















POOR WORK PERFORMANCE POLICY

1.	Purpose and Scope

1.1 This policy / process is put in place to ensure the equal and fair treatment of staff in Performance related issues; also, to govern the Poor Work Performance process in the workplace.

1.2 This policy is applicable to all staff.

2.	Underlying principles

2.1	Every employee has a common law duty to perform competently and maintain reasonable efficiency in terms of the execution of his / her duties. The setting of standards is the employer’s prerogative and in terms of labour legislation, no employer is obliged to retain an employee who does not perform according to set standards. 

2.2	In terms of item 9 of Schedule 8 of the Labour Relations Act:
Any person determining whether a dismissal for poor work performance is unfair should consider: 

(a)	whether or not the employee failed to meet a performance standard; and
(b)	if the employee did not meet a required performance standard, whether or not:

(i)	the employee was aware, or could reasonably be expected to have been aware, of the required performance standard;
(ii)	the employee was given a fair opportunity to meet the required performance standard and
(iii)	dismissal was an appropriate sanction for not meeting the required performance standard.

2.3	As stipulated in Schedule 8, it is clear that no disciplinary process is recommended, but rather a process of counselling sessions with the intention to remedy the situation. It is only once the employer has counselled the employee without success, and in the absence or failure of reasonable alternatives, that the employer may terminate once due processes have been observed.

2.4	For this procedure to be effective and for the employer's reason for the dismissal related to Poor Work Performance to be accepted, a duty rests on the employer to ensure that an objective and fair means to monitor the employee's performance is applied.

2.5	It must be remembered that actual poor performance must be proven by the employer against an existing standard. The standard must be clear and known to employees in terms of the employee’s employment contract / job description and KPAs. When setting a performance standard, the employer should ensure that:

•    The standard is measurable
•    The standard is attainable
•    The standard is consistent

3.	The Poor Performance Process

3.1	The following steps act as a summary of the relevant process to be followed: 

1.	Informal counselling
2.	First formal counselling session
3.	Evaluation period
4.	Final formal counselling session

3.2	Informal process

3.2.1	When an employee commences employment, he/she must clearly understand what is expected of him/her. Before any counselling session is therefore held with a non-performing employee, the employer / applicable manager first has to establish whether the employee was aware of the requirements and standards associated with the position, and that these standards have actually not been met.

3.2.2	Should the employer / manager believe that the employee’s performance is not up to standard, the employer / manger should bring this to the employee's attention immediately and attempt to establish reasons as to why, with the purpose of assisting the employee. Should this not have the desired result then the employer should contemplate more formal steps.

3.3	First Poor Work Performance counselling session 

3.3.1	Should the employee continue with the non-performance; the employer / applicable manager must establish the necessary facts in order to convene an initial poor work performance counselling session. It is recommended that a LabourNet consultant assist with this process.

3.3.2	The employee must be given sufficient prior written notice of the convening of a counselling session, the purpose of the counselling session, and fact that the employee may be assisted in the counselling session by a representative. 

3.3.3 During the counselling session the following must be discussed:

3.3.3.1 the required performance standards
3.3.3.2 the current performance problems
3.3.3.3 the reasons for the performance problems
3.3.3.4 assistance the company will afford the employee in order to improve performance
3.3.3.5 a reasonable time period for improvement
3.3.3.6 a clear unambiguous ultimatum explaining to the employee that continuous poor work performance may result in termination of employment.

3.3.4	The employer / manager must either forward the employee minutes of the counselling session or forward correspondence outlining what was discussed in this session.

3.4	Evaluation period / time period for improvement

3.4.1	This period should be a reasonable time period for the employee to improve and will be determined with regard for the nature of the job.

3.4.2	During this period the employer / manager must do everything in their power to assist the employee to rectify their performance. This would include affording the employee whatever evaluation, training, instruction, assistance and guidance might be required to improve the employee’s performance.

3.4.3	If the employee requests certain assistance which is practicable and reasonable, the employer has to assist the employee with his / her request, i.e., where a person requires information or assistance regarding the business procedures, systems-training or product knowledge.

3.4.4	In certain situations, a request for assistance may not be a reasonable request, for example where an employee is employed as a skilled and experienced salesperson and now claims he / she requires sales technique training. One can reasonably expect that someone with sales skills experience would not require training from the employer on how to sell a product or how to negotiate a deal with a client. The employer could then deny the employee's request for sales skills training on the grounds that the employee is supposed to be a qualified salesperson. 

3.4.5	It is imperative that employers / managers make a concerted effort to monitor and minute the employee's performance on a regular basis in order to have a record of the employee’s performance during the review period, and to be able to indicate shortfalls in performance to the employee to afford him / her the opportunity to rectify it.

3.5	Evaluation at the end of the improvement period

3.5.1	Should there be a satisfactory improvement in the employee’s performance, it would not be necessary to undergo the final poor work performance session. 

3.5.2	Inform the employee that his / her current performance is satisfactory, but should the employee not maintain the current level of performance, the employer may immediately convene a final performance evaluation session and the employee may be dismissed.

3.5.3	Should the employee’s performance not be to the required level, then the employee should be served with a notice to attend a final poor work performance counselling session.

3.6	Final poor work performance session 

3.6.1	If the employee does not achieve the required standard, despite the employer's attempts to assist and evaluate the employee, the employer has no other option but to hold a final poor work performance session. It is recommended that the session be chaired by a LabourNet consultant.

3.6.2	The employee must be informed of his / her right to a representative and to bring forward any documents or witnesses in support of his / her case. 

3.6.3	During this investigation, the employer will present particulars on what transpired in the various counselling sessions, the operational job requirements for the position, the employee's results in achieving said requirements and the evaluation of the employee. The employee will be given an opportunity to respond. 

4.	Alternatives to Dismissal

4.1	An incapacity as a result of poor work performance is a no-fault dismissal and because Schedule 8 of the LRA stipulates that dismissal should be explored only as the last resort, employers are encouraged to consider alternatives to dismissal.

4.2	Alternatives to dismissal could include the transfer or the demotion of an employee, subject to the employee’s consent.  

4.3	Employers need not create positions; however, they must show that there was a consideration of any possible alternative to avoid dismissal. If none are available, the employer may then terminate on the grounds of Incapacity due to poor work performance.

5.	Probation

5.1	When considering dismissal for an employee on probation because of poor work performance, the employer needs to provide fewer compelling reasons than those required for a permanent employee. 

5.2	However, as outlined in Item 8 of Schedule 8 of the LRA, employers who employ new employees on probation must evaluate the employee’s performance, and if required, provide the employee with the necessary training, guidance, instruction, and counselling in order to give the employee an opportunity to improve their performance.

5.3	If the employee on probation fails to perform satisfactorily thereafter, the employer still needs to observe a fair process before considering dismissal. 

5.4	As an alternative to dismissal, an employer can consider extending the probation period, but only for purposes of the probation and the extension period should be proportionate to the legitimate purpose of what the employer is hoping to achieve by extending the probation period. 	

5.5	When considering either dismissal or extension of probation for a probationary employee, the employer must afford the employee the same rights afforded to a permanent employee given notice to attend a final poor work performance session.

6.	General

6.1	It should be noted that the aim of managing performance is to improve an employee’s performance to contribute to business objectives.

6.2	Performance is a critical component to the contribution to organisational success, and therefore managers including employees should take performance seriously.	

6.3	Management should exercise their discretion in determining whether non-performance is attributed to misconduct (employee is capable of doing the job and wilfully chooses not to, or is being negligent) or incapacity (an inability to do the job) in order to follow the correct recommended procedures. 

6.4	It is important to note that a dismissal as a result of poor work performance is a no fault dismissal therefore such a dismissal will be with notice.

6.5	This policy is set up in compliance with the Labour Relations Act 66 of 1995, revised. Should any changes or amendments to this act come in effect, management will inform employees thereof.








[bookmark: _Toc469246609]SECURITY POLICY

1.	Objectives of the policy
1.1	The objective of the policy is to protect the proprietary interests of the company, its customers and employees.
2.	Searching of persons
2.1	It is a policy of the company that employees will from time to time be searched.
2.2	Searches will be carried out only by members of the same sex.
2.3	Should an employee refuse to be searched, the South African Police Service shall be called in to assist the company.
2.4	A refusal to be searched shall result in a negative inference being drawn from the employee’s behaviour.
3.	Searching of personal property
3.1	It is a policy of the company that employees’ personal property shall from time to time be searched.
3.2	Should an employee refuse to be searched, the South African Police Service shall be called in to assist the company.
3.3	A refusal to have one’s personal property searched shall result in a negative inference being drawn by the employee’s behaviour.
3.4	Personal property includes but not limited to the following:
•	Hand bags;
•	Tog bags;
•	Plastic bags;
•	Personal vehicles;
•	Clothing;
•	Any other container or device used by the employee to carry equipment and all personal property.
4.	Company lockers, desk drawers, cupboards and toolboxes  
4.1	Certain employees are provided with lockers and/or desks and/or cupboards and/or toolboxes for the performance of their duties and/or the storage of personal belongings. The company retains the right to search these storage devices.
4.2	Personal items stored in these devices are stored at the employee’s own risk and the company shall accept no responsibility for the loss thereof for any reason whatsoever.
4.3	Should the employee be required to lock their storage device, they are to do so at all times when not in attendance.
4.4	The employee is further not to allow any unauthorised person access to their storage device. In this regard keys are to be kept in a safe and secure place at all times.
4.5	Should an employee lose their key for the storage device, they will be held responsible for the replacement cost thereof including the costs of a locksmith if one is required. The employee will be responsible for paying the amount owning within one week of the presentation of the receipt to the employee. The employee hereby specifically authorizes the employer to deduct the amount owed directly from the employee’s salary on payment of the following month’s salary. The amount deducted per month shall not exceed more than one quarter of the employee’s monthly salary.
4.6	Any damage or loss of the employee’s storage device is to be immediately reported to management.
5.	Personal tools and equipment
5.1	No personal tools or equipment are permitted on the company’s premises unless it has been declared to security and management.
5.2	All tools and equipment found on company property shall remain the property of the company unless the contrary can be shown.
6.	Company property, tools and equipment
6.1	Property of the Company includes the following but is not limited to:
•	Letter heads;
•	Cell phones/telephones;
•	Vehicles;
•	Documents;
•	Facsimile;
•	E-mails;
•	Keys;
•	Tools and equipment;
•	Electronic equipment (fax machines, computers etc.);
•	Raw products / materials used in the production / manufacturing process of the company including partly used or discarded product;
•	Finished products of the company including damaged products;
•	Any other product / material used and or purchased by the company;
6.2	Tools and equipment include all equipment, tools and machinery given to the employee for the completion of his/her duties.
6.3	The Employee is solely responsible for the safe keeping of the tools and equipment given to him/her to complete his/her duties.
6.4	No property and or tools and equipment of the company may be removed from the company’s premises without authorisation.
6.5	No person is permitted to be in possession of company property and or tools and equipment of the company without authorisation. Any person found to be in possession of company property without the required authorisation will face disciplinary action, which may lead to the termination of the employee’s contract of employment once due process has been followed.
6.6	All property and or tools and equipment must be declared to security prior to removal from the premises.
6.7	Any person found removing company property and or tools from the company’s premises might face the termination of the contract of employment once due process has been followed.
7.	Polygraph examinations
7.1	It is a policy of the company that employees undergo polygraph examinations from time to time.
7.2	Should an employee refuse to undertake a polygraph examination, a negative inference will be drawn from the employee’s refusal.
8.	Vehicles
8.1	All vehicles entering the company premises shall be searched on exiting the company 	premises.
8.2	No vehicle will be permitted to leave the company premises if it has not been searched.
9.	Disciplinary action
9.1		In terms of the company’s disciplinary code, a breach of any of the above policy regulations is 	deemed a serious offence and may lead to the termination of the employee’s services once 	due process has been followed.





SEXUAL HARASSMENT POLICY

1. 	Policy statement

1.1	The company will ensure and promote a code of good practice on sexual harassment and / or any kind of harassment for all employees and / or any persons seeking employment, including any persons having to deal with the company. 

1.2	Sexual harassment or any form of harassment in the workplace will not be permitted or condoned in any way. Any person who becomes subject to sexual harassment or any other harassment has the right to raise a grievance against the responsible person and the employer shall take appropriate action against him or her. 

1.3	The employee lodging the grievance shall be protected from victimisation, retaliation and from false accusation, from all individual party to the grievance including management, unions, employees and any persons having dealings with the company. Sexual or any other form of harassment shall be considered to be a dismissible offence, even if the offence is a first occurrence. 

2. 	Introduction

2.1	The objective of this code is to eliminate sexual harassment or any other form of harassment in the working environment. 

2.2	This code provides appropriate procedures to deal with issues arising and to prevent their recurrence. 

2.3	This code encourages and promotes the development and implementation of procedures and policies that will lead to the creation of a working environment that is free of any form of harassment. 

2.4	The employer and employees alike are to respect one another’s integrity and dignity, their privacy and their rights to equity in the workplace. 

3.	Definitions

3.1	Sexual harassment is attention of a sexual nature that is both offensive and unwanted. The unwanted attention that is of a sexual nature distinguishes it from behaviour that is welcome and mutual. 

3.2	Sexual attention or any other form of such harassment becomes sexual harassment in the context of this code if:

3.2.1 The behaviour by the person causing the offense is persisted with, although a single incident of harassment may constitute sexual harassment.

3.2.2 The recipient has made it clear that this behaviour is considered offensive to him/her. 

3.2.3 The perpetrator ought to reasonably have been aware that the behaviour is unacceptable and offensive. 

4.	Application of policy

4.1	This code is intended to guide employers, employees, the perpetrators and victims of sexual or any form of harassment. This may include:

· Owners (Directors);
· Employers;
· Managers;
· Supervisors;
· Employees, including Casuals, fixed contractors etc.;
· Job applicants;
· Clients;
· Suppliers;
· Contractors;
· Other persons who have dealings with the company. 

4.2	Nothing in this code above confers the authority on employees to take disciplinary action in respect of non-employees. 

4.3	A non-employee, who is a victim of sexual harassment or any other form of harassment, may lodge a grievance with the employer of the perpetrator where the harassment has taken place in the workplace or in the course of the perpetrator’s employment. 

5.	Forms of sexual harassment or other forms of harassment

5.1	Harassment or sexual harassment may include unwelcome physical, verbal or non-verbal conduct, not limited to the following examples:

5.1.1 Physical conduct of a sexual nature, and / or all unwanted physical contact, ranging from touching to assault, sexual assault and rape, intimidation as well as a strip search conducted in the presence of the opposite sex. 

5.1.2 Verbal forms of sexual harassment include unwelcome innuendo, suggestions and hints, sexual advances, comments with sexual undertones, sexually related jokes or insults, unwelcome graphical comments about a person’s body made in their presence or directed at them, unwelcome and inappropriate inquiries about a person’s sex life, unwelcome whistling at a person or group of persons.

5.1.3 Non-verbal forms of sexual harassment include unwelcome gestures, indecent exposure and the display of sexually explicit pictures and objects. 

5.1.4 Quid Pro Quo harassment when an owner (Director), employer, supervisor, member of management or co-employee undertakes or attempts to influence the process of employment, promotion, training, discipline, dismissal, salary increment or job application in exchange for sexual favours.

5.1.5 Sexual favouritism exists when a person is in a position of authority, rewards only those who respond to his/her sexual advances, whilst other deserving employees who do not submit themselves to any sexual advances are denied promotions, merit rating or salary increases. 

6.	Guiding Principles

6.1	The company will create and maintain a working environment in which the dignity of employees is respected. Victims of sexual harassment should not feel that their grievances are ignored or trivialised, nor should they have the fear of reprisal.

6.2	Employers, management and employees are required to refrain from committing acts of sexual harassment or any act that constitutes any form of harassment. 

6.3	Employers, management and employees shall play their role in contributing towards creating and maintaining a working environment in which sexual harassment in unacceptable. 

6.4	All stakeholders should ensure that their standard of conduct does not cause offense, and all should discourage unacceptable behaviour on the part of others. 

6.5	Employers or management will attempt to ensure that persons such as customers, suppliers, job applicants and other persons who have dealings with the company are not subjected to sexual harassment or any other form of harassment by the company or its employees. 

6.6	Necessary steps will be taken against acts of sexual harassment or any other form of harassment that occurs within the working environment, which is brought to the attention of management. 

6.7	All employees will be protected against victimisation, retaliation, intimidation and from any false accusation occurring as a result of lodging a grievance. 

6.8	Allegations of sexual harassment shall be dealt with seriously, expeditiously, sensitively, and confidentially in the same manner as a disciplinary hearing. 

7.	Procedure to be followed

7.1	Sexual harassment is a sensitive issue, and a victim may feel unable to approach the perpetrator, lodge a formal grievance or even turn to colleagues for support. The employer should designate a committee or a responsible person (for example: members of the Employment Equity Committee if applicable comprising of two or three members) to whom victims may report an incident or who may be approached for confidential advice. This committee or individual should be given the required counselling and relevant labour relations skills and be capable of providing support and advice in a confidential manner.

8.	Options to resolve the problem

8.1	Employees will be advised that there are two procedures available to resolve a problem relating to sexual harassment. Either an attempt can be made to resolve the situation in an informal way, or a formal procedure may be embarked upon. 

8.2	The employee will be under no duress to accept either option, and will be free to pursue the chosen course:

8.3	Informal procedure

8.3.1	It may be sufficient for the complainant to have an opportunity where he or she can explain to the perpetrator that the behaviour directed towards them is offensive and unwelcome, that it is unsettling, uncomfortable and interferes with their work. 

8.3.2	If the informal approach does not provide a satisfactory result and the behaviour continues, or the initial behaviour is of a more severe nature, then it is necessary to embark upon the formal procedure. 

8.4	Formal procedure

8.4.1	The victim or the aggrieved party will report the incident to senior management or to the committee and a grievance will be lodged against the perpetrator. 

8.4.2	The grievance shall be dealt with as per the company grievance procedure policy. 

8.4.3	The committee or senior management will conduct an investigation into the grievance to ensure that the respondent is not disadvantaged and that the position of the other party is not prejudiced if the grievance is found to be unfounded.

8.4.4	If the conduct in question justifies further disciplinary action, disciplinary procedures will be initiated.

8.4.5	The company will protect the employee, having lodged the grievance in good faith, against victimisation or retaliation throughout the course of grievance procedure. 

9.	Criminal or civil charges

9.1	A victim of sexual assault has the right to press separate criminal and or civil charges against an alleged perpetrator. The legal rights of the victim are not limited by this code. 

10.	Confidentiality

10.1	The employer and employees will ensure that an investigation into a grievance lodged in connection with sexual assault will be kept confidential, and that the identities of the involved parties remain confidential also. 

10.2	The disciplinary inquiry shall be conducted as per the company’s disciplinary procedure and policy. 


















SMOKING POLICY

1. Purpose and scope

1.1	The smoking of tobacco products is harmful to your health and to the health of children, pregnant or breastfeeding women and non-smokers.

1.2	This policy aims to provide a healthy, comfortable, and safe working environment for all employees and visitors to the company premises. This policy conforms to current legislation that no smoking may be allowed in public areas unless such area has been designated as a smoking zone.

1.3	The ability to smoke during working times is not a right and must been seen as a privilege granted to employees.

1.4	The objectives of this policy are firstly, the promotion of health and safety and prevention of disease to all Company employees and other persons on the Company premises through the elimination of ETS, and secondly, to comply with the Occupational Health and Safety Act No. 85 of 1993 and the Tobacco Products Control Amendment Act No.63 of 2008, in providing and maintaining a work environment that is safe and without risk to the health of employees. 

2. Normative references

2.1	Occupational Health and Safety Act (Act No. 85 of 1993).

2.2	Tobacco Products Control Amendment Act (Act No.63 of 2008).

3. Definitions

3.1	Premises means offices, service centres, or vehicles where a person performs work in the course of his/her employment.

3.2	Company means _______________.

3.3	Areas means all partially closed public places such as covered patios, balconies, walkways, and parking lots.

3.4	Environmental Tobacco Smoke (ETS) means a combination of “drift” smoke from the burning end of a cigarette and the smoke exhaled by a smoker. The inhalation of ETS is called passive, involuntary or second-hand smoking. 

4. Policy

4.1	Effective the _______________, all employees will comply with a “no smoking” policy at all premises of the company (including areas as mentioned above) and as such these environments will be designated as “smoke-free” areas.

4.2	Staff and visitors to the company premises are requested to refrain from smoking in any of the building’s internal areas.

4.3	Suitable designated smoking areas, externally (outside the buildings/offices/workplace) will be identified and advised to employees.

4.4	Staff are only permitted to smoke during their allocated break times as per their contract of employment or implied/standardised breaks. 

4.5	Staff members who use the designated smoking areas at the company and its customers are required to keep the areas clean at all times. All cigarette butts are to be thrown away in the receptacles provided. 

5. Smoking permitted areas

5.1	Managers will designate specific “smoking permitted” areas on the premises, where this is reasonably practicable and meets the following criteria:

· No employee of the Company or other person on the Company premises shall be exposed to ETS from such designated areas. This means that such areas should be isolated by sufficient ventilation systems from the rest of the premises.

· Suitable signs are displayed clearly indicating the designated smoking areas.

· The preferences of both smokers and non-smokers will be respected, but when there is conflict, the preference of non-smokers will prevail. 

6. Information, education, training and supervision

6.1	All employees are to be fully conversant with the Company policy on smoking, the reason for its introduction, and how it relates to the provisions of the Occupational Health and Safety Act and the Tobacco Products Control Act amended 63 of 2008. 

6.2	The Company’s smoking policy must be communicated to all employees and contractors respectively. 

6.3	On the Company premises where customers are routinely provided with attention or service, appropriate signage should be displayed, and customers / clients should be courteously encouraged to refrain from smoking in non-smoking areas. 

7. Responsibilities

7.1	Each manager and employee of the company is responsible to adhere to and enforce this policy. Non-compliance will lead to disciplinary action being taken against offenders. The offence will further be regarded as a serious offence in terms of the company's disciplinary code and procedure. It has been legislated that offenders may also be liable to a fine if found guilty of non-compliance.

7.2	Employees are responsible for complying with the provisions of this policy, which encompasses the general duties of employees at work as contemplated in the Occupational Health and Safety Act.	

7.3	In line with world-wide health trends, the Company practices a no smoking policy within the building altogether and staff may only smoke outside the building at the prescribed smoking areas:

· Any time before the commencement of work;
· Any time during the designated break times;
· Any time after the completion of the working day.

7.4	The Company however reserves the right to ensure that smoking by staff members does not in any way impact on the overall productivity of staff.

8. Transgression

8.1	Disciplinary action will be taken against persons who transgress this policy. 

8.2	Management further reserves the right to withdraw this privilege should employees transgress this policy.

8.3	As per the Tobacco Products Control Amended Act 63 of 2008 a fine for individuals who breach the above is R 500.00











[bookmark: _Toc503165286]USE OF CELL PHONE POLICY

1.       Objective of the Policy
1.1	The productive use of working time is an essential element of a well-run business and it has come to management’s attention that employees are spending unreasonable amounts of time on their cell phones and company phones on personal calls.
1.2	It is therefore necessary for Management to remind all staff that in terms of their contracts of employment they are required to devote all of their working hours to the completion of their tasks and/or job functions. A failure to do so is seen in a serious light by the company and therefore the following policy will apply.
2.       Application
2.1     This policy applies to all employees employed at _____________.
3.       The Policy
3.1	Only employees who require their cell phones for business purposes are permitted to have them on during working hours.
3.2	All other employees are required to ensure that their cell phones are turned off during stipulated working hours. Employees are therefore only permitted to use cell phones during their designated break periods.
3.3	An employee will be required to get written permission from management if, due to an emergency, he/she is required to have his or her cell phone on during working hours. Management will use its discretion in regard to granting permission and shall not unreasonably withhold such permission. Management may request reasonable proof of the alleged emergency prior to granting such permission.
3.4	The receptionist shall take messages for employees during the workday. Should an emergency occur, the employee will be immediately informed and be permitted to either take the call or return the call.
3.5	In all other cases the employee will be permitted to return the phone call (at their own expense) during the designated break times.

3.6	Cell phone use in contravention of any safety regulations or legislation where cell phones are prohibited will result in disciplinary action being taken against the employee concerned.
4.       Consequences of a failure to comply
4.1	A breach of this policy by an employee shall be deemed a serious offence in terms of the company's disciplinary code and procedure and disciplinary action will be taken which, depending on the circumstances of the particular case, may result in a final written warning and or termination of the employee’s services.



USE OF COMPANY EQUIPMENT POLICY

1. Purpose and scope

1.1. The purpose of the policy is to regulate the use of the equipment and the property of the Company. This is to ensure that all employees are aware of and understand what is expected of them when operating or utilizing the property of the Company.

2. Definitions

2.1. Property of the Company includes the following but is not limited to:

2.1.1. Letter heads;
2.1.2. Cell phones/telephones;
2.1.3. Vehicles;
2.1.4. Documents;
2.1.5. Facsimile;
2.1.6. E-mails;
2.1.7. Keys;
2.1.8. Tools and equipment;
2.1.9. Electronic equipment (fax machines, computers etc.).

2.2. Tools and equipment include all equipment, tools and machinery given to the employee for the completion of his/her duties.

3. Policy	

3.1. Use of property of the Company for personal use and/or gain is prohibited, and should an employee be found guilty hereof, he/she could face the termination of her/his contract of employment once due process has been followed.

3.2. All property remains the property of the Company and shall be immediately returned to the Company when requested to do so or on termination of the Employee’s services.

3.3. All security arrangements of the employer must be adhered to at all times and must be read in conjunction with this policy. Any unauthorised removal of company property and/or tools and equipment shall be deemed a dismissible offence.

3.4. The Employee is solely responsible for the safe keeping of the tools and equipment given to him/her to complete his/her duties. The tools and equipment may never be left in the vehicles, unless the vehicles are parked inside the building and locked up.

3.5. The Employee shall at all times exercise the proper care in the utilisation and/or operation of tools and equipment. Should an employee be found guilty of negligence (once due process has been followed) in the use of any equipment, machinery and/or tools, the employee shall be responsible for the damages incurred by the company. This however does not prevent the employer from taking other disciplinary steps as envisaged by the Company’s Disciplinary Code and Procedure.

3.6. This misuse of equipment, machinery and or tools, be it through negligence or intentionally, is a disciplinary offence and may lead to the termination of the employees’ service once due process has been followed. 

3.7. The Employee shall immediately inform the Company of any theft or breakage of equipment or tools.

3.8. The Employee shall at all times exercise the proper precautions when handling tools and equipment. 

3.9. Should the Employee be unsure as to the proper precautions to follow when handling tools and equipment, the employee must immediately inform management. Management will then ensure that proper instruction in the use of the equipment is given to the Employee.

3.10. No person is to permit any unauthorised persons (for example, persons who are not trained or suitably qualified in operating the equipment) to have access to tools, equipment and/or machinery. Should an employee be aware of this practice, he/she must immediately inform management.



















USE OF COMPANY VEHICLE POLICY

1.	Objective of policy

1.1	The objective of the policy is to ensure that all employees who are required to operate company vehicles are informed of the responsibilities and duties relating thereto.

2.	Definitions

2.1	“AARTO” meaning Administrative Adjudication of Road Traffic Offences Act No 46 of 1998;

2.2 	“Infringement notice” meaning fine or penalty imposed by the relevant authority (police); 

2.3 “RITA” meaning Road Traffic Infringement Agency;

3.	Authorisation and use of company vehicles

3.1 Only authorised persons are permitted to operate company vehicles.

3.2 Authorised persons are those persons authorised by senior management to operate a company vehicle and who are in possession of a valid driver’s licence permitting them to operate the vehicle concerned.

3.3 Employees are required to inform management immediately should their licence be revoked or expire or if they are precluded from operating the vehicle concerned for any reason whatsoever.

3.4 No person is permitted to allow a non-authorised person from operating any vehicle of the company. Should this occur the employees concerned shall face disciplinary action, which may result in the termination of their contract of employment.

3.5 Management retains the right to revoke the authority to operate a company vehicle at any time.

3.6 Company vehicles are only permitted to be used for company business. Authorisation for using a company vehicle for personal means must be sought from senior management prior to making use of the vehicle. 

3.7 Should the employee not be authorised to drive company vehicles, either due to having his licence revoked or by means of the AARTO legislation, it can lead to the employee being incapacitated from his/her position once due process has been followed. 

4. Intoxication

4 
4.1 No staff member is permitted to operate a company vehicle whilst under the influence of alcohol or any other substance that could lead to intoxication. 

4.2 Employees are referred to the company’s zero tolerance policy on the use of alcohol or other substance in this regard and that should it be found that the employee has operated a vehicle while under the influence of alcohol, it shall be sufficient grounds to terminate the contract of employment.

4.3 The company reserves the right to medically test an employee for intoxication should it be suspected that he/she is intoxicated. Should the employee refuse this testing, a negative inference will be drawn from this refusal.

5. Passengers and picking up persons on route

5.1 Only persons who are authorised by management may be taken along as passengers in any company vehicle.

5.2 No operator is permitted to collect passengers on route without management’s prior approval.

5.3 Failure to abide by this rule may result in the termination of the employees’ contract once due process has been followed.

6. Vehicle Damage and Road safety

6.1 All operators are required to check their vehicles for roadworthiness prior to commencement of duties. This includes, but is not limited to, checking the following:

6.1.1 Wind screen and wipers
6.1.2 Indicator lights
6.1.3 Head lamps
6.1.4 Tyres
6.1.5 Breaks and break lights
6.1.6 Oil and water

6.2 Any problems on vehicles are to be immediately reported to management prior to departing on a journey.

6.3 Operators must at all times obey the “rules of the road”, this includes the use of cellular phones while operating a vehicle. 

6.4 Incurring fines for speeding, negligent driving and or failure to stop at robots or stop streets is seen by the company as a serious offence and regarded as negligent driving. An employee may face the termination of his contract of employment if found guilty of these offences and only once due process has been followed.
7. Accidents 

7.1 The following procedure is to be followed should a vehicle be involved in an accident:

7.1.1 The driver of the vehicle is to immediately contact his supervisor and or direct manager to inform them of the accident.

7.1.2 The vehicle is not permitted to be removed from the scene of the accident unless directed to do so by the authorities (i.e., Police).

7.1.3 The driver is to record the name, identification number, physical address and contact numbers of each person involved in the accident. The number plates of all vehicles involved must also be recorded.

7.1.4 The driver must at the earliest possible time, but at the latest within 48 hours of the accident make a signed affidavit at the Police Station concerned and provides the company with a copy of the affidavit. 

7.1.5 Failure to follow these rules shall be treated as a serious offence by the company and may lead to the dismissal of the employee once due process has been followed.

8. Damage to company vehicles and driving

8.1 Should any damage be caused to company vehicles, either through negligence or intentionally, the persons operating the vehicle shall be responsible for the repayment of the excess of the insurance claim. If the insurance claim is unsuccessful the employee shall be responsible for the total cost of the damage to the vehicle. The company still reserves the right to take disciplinary action and this misconduct may lead to dismissal. 

8.2 Payment of any amount in this policy does not preclude the employer from taking disciplinary action against the employee concerned. 

8.3 When driving a branded vehicle, the employees may not drive or park in ways which can reflect badly on the company.

9. Medical testing

9.1 Management reserves the right to request an employee to undergo a medical examination should they be of the opinion that the employee concerned may be suffering from a medical ailment which may render him / her unfit to operate the vehicle.

9.2 Payment for the medical examination shall be for the account of the company.

9.3 Should an employee refuse to or fail to attend the medical examination a negative inference may be drawn from the employees conduct.

9.4 Employees, who are declared medically unfit to operate the vehicles, will not be permitted to operate vehicles until such time as they are declared medically fit again to do so.

10. Storage of vehicles

10.1 If the vehicle is required to be stored off site, the operator must ensure that keys are stored safely and that unauthorised persons do not have access to them. 

10.2 Vehicles stored off site must be placed in a secure area and behind a locked gate or garage if possible.

10.3 Failure to adhere to these rules may result in the termination of the employee’s services once due process has been followed.

10.4 Should any loss be suffered due to the negligence of the employee, the employee will be held liable and disciplinary action could result in dismissal. 

11. Petrol cards, payments for petrol and toll gates 

11.1 Petrol cards must be kept safe at all times and may only be used to fill up the vehicle they are allocated to.

11.2 Petrol cards may only be used to purchase petrol, oil and for tollgate expenses. No other usage is permitted.

11.3 All petrol and tollgate slips are to be retained by the driver concerned and handed into management on the return to the company premises.

11.4 If the operator is given cash for the purchase of petrol and/or oil and/or tollgates, accurate original records are to be kept. All remaining cash is to be returned to management together with receipts as proof of purchase. 

11.5 Operators who do not provide the company with proof of purchases shall be liable for the cost thereof and management reserves the right to take further disciplinary action against the employee concerned. 

11.6 Employees are only permitted to make use of petrol stations that are equipped with electronic payment machines. The company shall not accept any handwritten petrol vouchers, unless senior management has granted approval. All records of purchases must be in original form. 


AARTO
12. Administrative process

12.1 The company shall upon receipt of an infringement notice nominate the responsible driver in order to ensure the correct person is held responsible. 

12.2 The company shall upon receipt of an infringement notice immediately complete the Traffic Offence Checklist. 

12.3 All fines incurred whilst operating a company vehicle, shall be payable by the driver concerned. 

12.4 Payment shall be made within one week of the employee being presented with the fine.  Any failure to comply herewith shall warrant the company to deduct the amount from the employee’s salary in terms of section 34 of the Basic Conditions of Employment Act. 

12.5 The payment of a traffic fine does not preclude management from taking disciplinary action against the employee concerned.  It will remain the relevant employee’s responsibility to negotiate and inform the company of why he/she cannot pay the fine within the prescribed period.

13. Incapacity

13.1 The employee shall inform the company, immediately and without any delay if his/her licence has been revoked due to any reason whatsoever after which the company will engage such an employee to allow the relevant employee to rectify the situation with the relevant traffic authority within sixty (60) days of such incident;

13.2 The employee shall, after being called to an incapacity investigation be placed on unpaid leave until the completion of the above-mentioned period or alternatively such shorter period needed to rectify and obtain a valid driver’s licence;

13.3 In the event that the employee has failed to obtain a valid driver’s licence within the sixty (60) day period, a further investigation will be lodged by the company, after which time the employee may, after the completion of due process, be dismissed due to an impossibility to perform his/her duties to the company.

14. Disciplinary matters

14.1 The company reserves the right to from time-to-time request verification of the employee’s driver’s licence. Failure or refusal to present the driver’s licence would lead to disciplinary action in terms of the company’s disciplinary code and could result in dismissal. 

14.2 Any failure by any employee to observe any of the procedures as stipulated in this document will result in disciplinary action against such employee;

14.3 The employee shall be held liable for any costs relating to accidents, if the employee was negligent on his/her part, and therefore caused the accident. 

14.4 The employee shall provide his / her full co-operation to the company in respect of any aspect of this policy and failure to do so will be considered a serious offence which may result in the termination of the employee’s employment with the company, once due process has been complied with.

14.5 The employee agrees that he/she is aware off and understands all clauses in this policy and specifically agrees to each clause. 
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